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Analyzing' the Problem 



'APRS 
Foreword 



■1 



People'survive by coping with their environment ihtellectually , 
emotionally, and socially. Wor-k^df'ssists this survival by providing 
the basics which support tha poping efforts - it is a, coping activity; 

•■ ' ' ' ^ . J 

Adjustment to the world \of work is one of youth's most critical- phas;s^^ 
of development. During adolescence young people find out who they a>^, 
what they care about andlwhat they, want in 4the world. It is also*a 
time of tens'ion and conflict and of searching for identity. 

In arder.to proceed as adults and fjunctiontng .members of society l . 
although youth may have completed their physical development, they 
should be'prepared to be receptive throughout their lives .to continj 
uing social emotional and intellecKual development. The educational 
process needs to ^present a process of self-direction which Sidults can 
pursue independently, integrating* it into their living skillsA 

An integral part of the educational^ guidance and work, support • 
system of APRS deals pragmatically with an individualized learning 
system, "an applied method of enhancing vocatiorial motivation, a pre- 
j)aredness and an on-the-job^Public Service skills experience. / 



,Work must advance to becoming more, than, |ust a coping tool. 
It effects nol: only ^the 'students! individual life style, b^ut collec-' 
tively the ultimate quality, of our civilization and as such should " 
rot be^viewod^as an isolated facet support to a^ single life process, 

-^Statistic?; show that of ev^r^y 'ten studfents now in ^rade five^- - 
three will not finish high school* Only two''will completelfouf* ^ears 
of college' and one will have attended a two year college/ O'f the re- 
maining four or 40V aoproxiotately 3?^- or slightly" more thaiji one-ha^lf 
person will have' completed. traciitional vocational education. \ 

^ Terminally educated students who^ have not enrolled in vocational 

programs suffer most from unemployment. Current rates af unemployment 

for young people reinfor.ce'^'^lhe urgent need for new vocational ^kill 

" ' ^ - < • ^ «. 

area^ 

[n ore! r to make realistic Public Se^-vice occupational choices, 
it is in^er*aiive ^<;|iiat aecura'te irrformation about occupations be 
disseminated. This manual, properly utilized, in;^conjunction with 
classroom teaching and student guidance attempts toi ^ * 

1. ' Define needs of the labor market and uhderlying conditions. 

2. Set .priorities among Publip Service needs as defin.^ by 
the labor market survey. ^ , 
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nj.S. Departraent of^HealtTi Ed^jcation and'Welfare 
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Establish goals based on ^he* ^ds of the community, the 
labor market and the 'individual 
4. -Develpp^programmatic approache.s. 
' • " * 5. . Hegpticite.tr a ining experi<^ncy§, analyze and approve final 

working agreements. » .\ , ^ 

6. Monitor training progress. 

* 

7. Evaluate results * 
* - • 

8. RepLan - using results of exis-ting activities to better 
satisfy needs/ ' , 

' . * P^' tic.iiar emphasis will be placed\on the continuation of growth ' 
^ after entry-level .skilly and f^acement have been reached - the priori- 

. tie^of upward -mobility and the avoidance of dead-eryl jobs. , Although 
APRS addresses itself to'the Pub-Uc Sector, it is' recognized that ' 
overlap exists and that future needs couT^Tliccelerate or become diluted 
but the validity and adaptability. of this training will remain. , ' 
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INTRODUCTIO^^ tO APPS 

> 

This manual is developed to assist teachers and administrators 
in planning and imp1emen»ting the Applied Program of Public Service 
in existing secondary school vocational curricula. It consists of 
an introduction and five sections and contains the'basic instructional 
material recommended for public service preparation. It offers an. . 
overview of APPS course content, and teaching materi^alsj as well as „ 
'Jists of manuals and resoVrces so that te^lchers with minimal experience 
in the publ*ic service sector can readily t-each the APPS^-cpurse. 

r 

The'Applied f^rocjram of Public Servide is an. innovative ^appr:oach 
to Public Service employment at the entry-level. Public Service ^ 
Careers [>ave been broken down info eiglit (fs) co^unity' service units 
known as mjajor occupational groups. The eight groups as designajbed 
by .the Unfted St$tes\Off ice of Edu^ation-cire : > 

1. Educational Servix:es ' ''^ ^ 

'2. Social and Economic Services 

3/ Government Agency Management ' \ * > 

•4. Transportation^Management * ' ' ^ , ^ 

• *^ 
! 5. Regulatory SerVices and'Recorfis ' \ ..-^^ « 

' ' ' ' * ' ^ * ' \ ; . 

6-. Public Safety, Corrections and Judicial Servi^^es. ^ — — — — 



7. ' Urbafv,— Rural and* Community, Development 
>8. ResotirceS^ Manag4nent \ ■ 



^4 
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The- specific services which come under each of thes6 major occu- 

pational graups are further brQken 'down into job families (see 

* ' * *• 

the following attachment). 

^. , The APRS program is 'designed for a minimum of three academic 
quarters of study. These cotirses are designated as APRS Orientation, 
APPS Common Core and APRS Work Experience. They are scheduled in 
^that order for tenth, eleventh, or twelfth grade students. However, 
it is not necessary that they all be taken in'one academic year. 
For example, it ts possible for s*tudents to schedule Orientation in 
the tenth grade, Common Core in the eleventh'grade, etc. A suggested 
limitatiorr is that Common Core 'be scheduled as hear to thework exoeri- 

♦ • * 

ence quarter possible. Common Core or Work Experietjce ma^f.be taken ^ 
for two s"emester's, particularly 'if students' special needs in develop- 
ing' entry-level skills -have been identified. ^ 

Each qtwrter of APPS earns f.ive (5) academic quarter hours credit 
with the exceotion'nf W^ork Experience wh^'ch offers ten (10) academic 
'quarter ^ours. . ^ * 

We have developed a package of materials that contains all manuals 
and subject materials for th'e APPS proaram. This includes botK the 
•s'ibject content and the activities so'that^the teacher and administrator 
>are supplied with the information .necessary to implement .^he APPS' pro- 
gram. In addition, in order to make !the prp^ram operational; sojjie 
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commercial materials ^will n,eed to be added^see appendix). Indi- 

. / 

vidua! student manuals will als6 need to be pt^ovided. 

Completion of the three academic quarters of *APPS with passing 
grades entitles the student'to APRS Certification, Inasmuch a§ 

0 

Students can be failed at any of the three academjc quarter levels;, 
it should represent an honest completion of t-lie Public Service 
segment of vocational education. 



Empl oyment 
Rehabilitation 
Assistance 
Counseling 



Education 
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Museums 



Public Info. /Relations 
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Personnel 
Fiscal ' 



Social^-awl^. 
Economic 

Services 



Government 

Agency 

Management 



Educati onal 
Services 



</^. Highways 

Airways. 

?ublfc 
Systems 

Transportation Y^iaterways 

Manaaement ' 



PUBLIC 



SERVftE 



Parks 
Forests 



Resources 
Manag^ement 



Agri culture 
Conservation 
, Fish & Game 
^ Pollution Contrc 



Urban 

Rural and , 
Community 
^volopmgnt 

Community Action 

K 

Planning-/ . . 
Building & Zoning^* 
Acquisition 



Regulatory ^ 
Services and 
•Records 



Public 

Safety, Correc- 
tions and Judicial 
Servi ces- 
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Law Enforcement* 
Fire Protection 
Courts 

Corrections ' 
Probation and Parole 



Maxation 

Public 
Records 

Bn^ipectidh 

Examination 

Licenser 

Census 

Customs 
Immigration 
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SECTION I - INSTRUCTIONAL OBJECTIVES 
ORIENTATION 1 

• . , ;• • • / 

Unit I 

I* 

Since Orientation is the first df the three APRS courses and 

public service is an intangiWe subject, the^ teacher's pireserH;-|ttion 

must stress^a creative and dynamic as well as an academiq approSich. 

Following are the instructiorval objectives: (The methodology will 

be accompanied by nine (9),APPS students' manual's and threir related 

teacher guides). \ ' ^ 

\. An Overview of the Appliqd Program of Public 
Service. 

LI. Decision Makin^g in Public Service 

\\\\ Selection of the Students Major Occupational 6r6up. . 

e 

* • * * ♦ 

I. A general overview of the. Applied Program 

' '^f Public Service will be introduced. The 

i * • 

pneliminary concept will be similar in many 

ways to a social studies*course. The teacher 

Will explain the duties functions and impor- . 

" . tance of the Public Service occupational groups*, 

* • He/she will relate public service to th^ students* 

own living experiences^ e.g. Public Safety, 

JEdui::;^i-on, Social Security, etc., and broaden ^and 

' ' diversify the. occupational instruction ^o include 



. continued 



|other groups as Orientation progresses. Films 

and other visual aids of significanty^use in this 

unit are identified appropriately in'^the teacher^s' 
guides. ^ ^ ' 



I. Introduction to Decision Making is the Key unit in 

Orientation. The student manual contains standard , 

testings for ratiorral selection' and activities to 

accompany them. Trait and self-analysis testings such 

as the Holland Self-Directed Search are administered 

in this unit and the teacher confers with individual 
* 

students toward assessing their potentials, isolating 

* their priorities and their values toward stimulating 

self-.conceptualizations. This unit is not-'only crucial 

to'Orientation but is a Irfe^skill process that can be 

repeated to give credibility to other decisions/ 

A.. The student wi-ll critique two of the eiight major 

occupational groups. The student-manuals and 

"* ^ 

teachers guides applicable J:o thesd choices will 
be the prtmary source of instfOiction. Films, 
library and other resource materials ^s designated 
in the manuSils are pr^imary teaching aids, rhe APRS 
student manuals and teacher guides .are explicit 
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II. A. (continued) 

in terms of * instruction arid resource materials. 

B. lie teacher will plan at least one field trip to 
a public service agency during this quarter, Em- 
-phasi.s is placed on-acquainting the/.student with 

. the structure and work produc-t'of the site visited 
^ * • a?'v/el1 as identifying the processes taking place 

in tha-'kind of worJ< being done. , " 

C. The I' ..chers and students .can plan a Major Occu- 

^' . ' ♦ 

parional Group Fair. In this activity speakers 
art^ brought together from several- public or prif 
\)cit^e| non-prof it agencies to talk about their Qwn 
jci their specific service to the public ^nd to 
arr:v/er students' questions. Speakers can also be 
re^ruitpd on an individual basis. Examples of; 
° aqenci^e^ and services who might send representa 
tives are the ^ire depa-rtment, building and 
zoninq c(>mmission, $ocial servic^^ the court ^ 
sy^ter, pollution control ag^ncfes, etc. Letter 
writing*, written i;eports and development of inter- 
personal adult relationships are additional xompon 
of this activity eind are included as activi/ties i 
student manuals. 




lb . 



7 - 



.•V 



III, > In completing the final objective, the teacher assists 
the student^in- the selection of one major field of study 
in Public Service, This is achieved after the students 
hav€ determ'ined their own personal, priorities, interests ' 
and values. Jhe teacher reinforces the students* 

7 " f 

.V decisions by helping the students conceptualize themselves 
in terms of attitudes^ abilities and *determi nation in order 
to complete their profiles. The diversity of this .unit 
allows .for great creativity and should teach the students 
tQ make rational decisions based -on self-evaluation and 

. knowledge of the requirements of the major public service 
areas they have selected. ' ' 



\ 
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COMMON CORE 
Unit II 



Instructior^al Objectives: ^ 

I. -Review of the students' Major Occupational Groups 
IK Preparation for applying for a job 
' ' A.^Oral and' Written Coimiun legions 

B. . R-eport Writing 

C. Basic Record*^ Keeping ^ ' 

D. - ^Interpersonal Relations ' > 

E . ' Good Grocmi nc] ^ 

F. Applications and Interviews . ^ 



I. Review the Major Occupational-Groups. Emphasize the^ subject 
matter, and review the student*s .decisions. / , . 



^A. The students, learn to .identify jobs in their vocational 
category by using the ^Dictionary of Occupational Titles*, 
*The Occupational ^Outlook Handbook^and *Vocationa/. 
Biographies as resources to .find factual information . , 

about the job options avai^lable /n their occupational 

^ / 

group. ' A student manual with /instructional activities 
j[nd^a^ guide accompanies this unit. Following 

the unit completion the sj^dents write their q^n voca- 
tional biographies. 



Teach the following courses to prepare the student for 
job interviews, their work habits^ interpersonal re-- 
lationships and other skills necessary for job success, ^ 
Student manuals with planned activities and a teacher^s , 
guide acoompany this unit. 
'-A. Oral -andiwri tten corflmuni cations including speaking 

before groups, letter writing, and filling out job 

appl ications . ^ 

B. Report writing is an ess'ential part of the erftire 
APRS course. Reports about occupations, public 

. speakers and resource information are represent-^ 
ative of acceptable subjects as- are book-previews 
and newspaper or other iriedia Information, Teacher, 
guidali^and some methodology is presented in 
Orientation however the course study is formalized 
in Common^ Cdr^tth stress on system and organization, 

C. Basic record keeping is an essential ^ part of most 

i 

^\ entry-level .public service jobs. Simple fiVing. 
methods and the organization of materials' are acti- 
vities directed in the student manual-. Films rein- 
force this course study, 

D. Relationships with other people is an intensive 6nit 
that is carried out in conjunction with all units. 
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(continued) \ 

Oral and Written Coramunications and Interviewing 
skills utilize interpersonal relationships at ' 
their corje. The students are made aware through- 
out APRS of the impact of their personalities on 
.job success. Role playing, public* speaking, ^ven 
their crittcal choices come under this unit objec- 
tive. The student manuals contain a multiplicity 
of activities and 'reading .exercises to reinforce 
this key facror., Fitms are also available. The 
teacher i^ an active participant in helping the 
^student realize his/her full ^potential. • • 
Good groonrinn is a common sense area. This unit 
differs oaly in that grooming is job oriei^ted and 
is designed to bridge* the gap between the student 
world and the work world, ifbrary materials and 
films are- graphic in their description of t-he - 
acceptable and unacceptable. Stress is placed on 
proper apdearance for interviews and the necessity 
of appropriateness, in order to make a positive 
impression on the hiring agent. 
The APRS s tudents Jearn the rudii^nts of filling 
oiit applications, writing resumes and^intervnewing 
through 'reading exercises and other; activities in 



^ • F.. (continued) 

I. ^ ' 

the studeat manual wtthvteacher guidance. Clarity, 
completeness, correct grammar and spelling, etc.^, 
are the goals set fdr this unit and students are 
presented with many different xeppli cation forms. ^ 
gathered for this purpose. Remediation may be 
r ' necessary.- Again student manuals and teacher's 

I • guides give direction. Resources .include over- • 

|iead viewers, -films, and library materials. Tfie 
components D, E,,and F^ulmihate ^n the' practice • 
■* '.^of interviewing techniques. Rdle-playing is ? key 

factor in this and can be as' simple or as sophis- 
' ^ , tij:ated as the teacher considers appropriate Yo the 

''class level. However, each'^student must ultimately 
. be ^prepared to apply both in' writing and -in person . 

• \ \ ^ for h'is/^er Wprk Expert enCe^tif^ijiln^ , 



AT Composite of Instructional Objectives' 



Unit 



Course Study • 



Materials 



Credits 



Orientation 



IL 



Common Core 



Public Service Overview 
Self* conceptualization" 
through study of values > 
to give th^ stu'^ents 
a criterton for select- ^ , 
in^ two majof occu^3a- 
tional' groups, and reducing 
these choices to one group. 



Continued study of Pub- 
lic Se.rvice occupational 
clioice, . Teach the stu- 
dent entry-level job- 
skills such as oral and' 
written cefiimurTi cations, 
grooming, interviewing 
techniques, Basic Record 
Keeping and Reports, pjajc.- 
Sonal re.lationshipLS arfd 
applying for a Public ' 
Service job. 



*III. Work Experience 



Develop an entry-level 
joj) .in, the pu|51ic Service 
area*^ of '^the students major 
interest- 'Guide the super- 
visor in assisting the-jstu- 
den-t to becoming succes-s--> 
ful in- that job. ^ Permanent 
full-time job. 



APPS Manual - Orientation 
Students Manuals (9-), 
Teachers Guides (9), Re- 
source Lists. V 



Aprs Manual Common 
Core StudeTrts Manuals (2), 
Teachers Guides (2), Re- 
source Lists, 



APPS Manual - , ^ 
Community Component, • 
•Supervisory Guide, 
Time, Attenda*^ce and 
Ravi ew -'Forms ,, Student 
and Parent Permits, Worjc.- 
Site Monitoring Forms, 
Public -:S6rvice related 
jdl) descr.fptions, APPS^ 
Certificate. - 



Rive academic 
quarter credits. 



Five academic 
quarter credits, 



Ten academic 
quarterv credits 



APPS Certification 



WORK EXPERIENCE • V 

Unit III 



Instructional Objectives: 

* , I. Develop strong public service entry-l^vel training jobs 
' ^ in public or private n'on-profit agencies. 

c 

II. Write modified joti^ descriptions of thfe jobs developed, 

III. *Provid\ transportation for the AP'PS students to their 
work-site. ^ ' ^ , 

iv. Implement the system Of work experience guidance and 
monitoring set up by the'APPS Prggram. ' 
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Develop permanent jobs for the students upon graduation, 

I. The teacher uses the media for announcements concerning 
the APPS program. He/she speaks before civic groups such 
as Rotary, Kiwanis, churches' and fraternal .societies. 
He/she expands knowledge of the program t+irougb. the news 
* media such as local newspapers and trade journal par- 
V ^ticularly those of public service agencies. The APPS 
--Advisory Committee should be contacted for their inrpul 
and 1s an ^ditional resource. The teacher should be 
able /to write\the news releases.. Radio interviews 
are also valu^We liaison antJ the teacher should seek 
community programs' for this opportunity, moft" Stations 



Hihile not an instructional oSjjective, this is essential to 
work experience viability. \ : 

.- 14 - ■\ 
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I. ' (ccfnt^nue^) . ' 

have daily locaJLi programs or bulletins covering 
events of interest. These activities lead to ^* - 
general public interest, student enthusiasm and 
set the^stage.for developing public service en^y ; 
>jobs. - . * ' 

» « ' ' * 

lir The teacher rftakes personal contact With the heads * . 

^ public service agencies; presents the-bastcs of 
the^ program, explaini'ng the -agencies respcyfsibilitieS , • ^ 
and soliciting their cooperation-. At the time students 
"are ready to enter the Work Experience unit the xoop- 
-^^erating areas representing the students major occu- 

pdtional group are contacted, the supervisors designated . ^ 
and the job description written, fitting it into a 
modified standard description from the Dictionary of . 
* Occupational Titles (U.S. Department of Labor), This- 
manual . contains a section of pubUc service entry . 
level job descriptions iji. Section \.i . 
III. YransportaticTn for the Work Experience students should 
be arranged with the school 'principal , and/or the 
county educationaVoffice with the Advisory Committees . • 
guidance. Forms for orderly procedure, in-cluding waivers, 
insurance forms, etc., are included in this manual ^'n 
'Section Il-D. • " " , 
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III. (cor\tinued) ^ 

4 

Mirnirbu'seS usually best fill the students' needs ^ 
but regular school buses can be used. The teacher 
w.ill map the bus routes for maximum efficiency. 
The training time i? usually two (2) hours a day. 
The students'- schedules should be aligned with this 
; ^ "time block"; 

IV. Supervisory training sessions and private conferences 
plUs the material' in this manual prepare the super- 

> visor for the students' work experience. Forms. for 
^ ^ time and attendance,' a student review and the spefifics 
of Supervisory Training and guidance ar^ also contaijied^ 
in this manual under Section II-D. . 

V. Throughout the teacher ' s\ contact with -the various 
agencies, the concept of permanent jobs for the students 
should be discussed with the supervisor, the agency 
head, and the student. The- bottom litie of Uie APRS pro-:, 
gram is a permanent job; l>oweyer, if on completion of , 
the APRS program, some students, have becofhe motivated to 

- continue iljeir education "this, too, must be considered 
success. ^ "^""^^^^ 
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Public .-Service Program Overview 
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Field Trips 
External Proq»^'innring 



END OF FIRST QUARTER 
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tei?^h Work Sites^ 



Communicdtions 
Interpersonal Relations 



Written Cornntunications 
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Field Trip§ 
M06 Fair 




i Jpb Application ■ ^ '* ^ 

CD ' Interviewing Skills H . / q 
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Examinations ^ § 

Supervisov^y Traininn o - 




Student Enrol linent 
Supervisory T-raining 

First Student Review 
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Supervisory Workshop 
oi ^1 , Second Student Review ° » . j 



Final Evaluation 
St.iidpnt r.prti'f iratinh 
Site Certification • 



END OF- THIRD QUARTER - EMPLOYMENT 
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A. APRS SUGGESTED CHRONOLOGY 

■ V The following suggested chronology designates the preRlanmng -by 
appropriate school system personnel other tfian the teacher. HoweveV, 
the complete chronology is included in order that the teacher may^be 
aware" of the APRS background before assuming Jiis/her responsibilities." 
The classroom teacher's direct i*hvol vemen-t begins with Step 7. 

1. Request made for APPS Program tp be included in Vocational 
Education Department. 

^A. Prpposal submitted by participating educational institution, 
(including budget). 

2. School and community needs-sirv'ey made and questionnaire submitted 
.to, relevant pubfic service agencies and government sponsored employ 

ment services. • . 

3. Notification to APPS of apceplfed proposal and calendar^'-of projected 

lead-tNme." 



4. Staffing for APPS (if not already designated). 

5. .Planning an Organizational Seminar involving, administrative stdff, 

6. APPS Advisory Comiiiittee fornfed. 

7. 'Meeting' between -participating' school officials and APPS training 

staff (cor'&-curriculum.In-sirv.ice Training) to coordinate exist- 
ing resources. , . • / j 

8. Proposal st^rt up and preparation monitoring and assistance.^ 



9. Work-shop training for rt&w projfect staff retrwning for con- 
^ tinuirig projects/, APRS methods, acti^i^, etc. ^ 

A. Materials for curriculum and community component disseminated 
and discussed. 

10. Initial meeting with projected job-si tes . Introduction to ARRS/ 

11. Student recruitment started *^ 

A. R.ubVic relations component activated. 

1. Evaluate enrolled student's interests, abilities, ' ' 

> 

skills, a*nd current curriculum. 

B. Enlist assistance of guidance department for recruitment 
and schedul ing. 

1?. Curricalum Activities ^d Methodology Workshops 



lum Activitie 
:ial coiinseli 



ng for vocational choice within ARRS " 



B. 

D, 



A. Special 
System.** 

Related library, audio visual and. recording 'materials 
lists-submitted and utilization correlated. 
Special teaching activities presented. 
Use of AP'PS materials 'introduced and use demonstrated. 

13. Interim Assessment Workshop for measuring progress. 
A. Feedback - Proqram discussion. / 

14. Preparation begun for work experience quarterl 

A. Confirm commitments of Copnunity component. 

B. Presentation and utilizati.on of supervisory and agency 
. forms . . ^ . • 



ERLC 



21 



• 14. (continued) 

/ ^ 

C. Effect morj^toring techniques. 

D. Hold Supej^visory Training Workshops, 
15.' Case study, re|t)orts. coordination. 



16. Seminar' on evaluation''''processes. (teachers and administrators) 

17. Evarluatioa and interpretation. 

*>^^^ . ^ . 

18. Replanhing Workshop to systemati'^e and. sirtpl tfy procedure's for 

effectiveness-, administrative^ viability and verification. 



B. LABOR MARKET NEEDS ASSESSMENT AND SOLUTIONS 



1 



The Problem: 

1. Obtain occupational data. 

2. Establish-a collection ajid classification sjystem, 
*3. 'Project future needs on n short-term basis | 

4. Devise a universa^lly viable system' for entp-level Jobs , 

5. Develop a simplified method that minimizesf maintenance 

' ft ' ^ i 

and maximizes effectiveness. ^ 



The. Solution: ' , ^ ^ ^ 

■ ■ ■ . ■ . s 

. 1. Representative existing agencies for dissemination'of 
labor market information are: Th^ Merit System of 
Personnel Admiaistration and the ^Labor Information 
^System of the State of Georgia, Georgia State Employ- 
ment Service, The Gwinnett County Personnel Offic^, 
The Federal Civil Service Commission. These sour^ies are 
useful to the.APPS system not o'^nly for .obtaining d^ata - 

but for the purposes of educational planning, curriculjjm 

1 

developmentr career guidance, determining staffing needs, 
• and developing counseling information^ 

Vjsits showiJ^ be made to as many public agencies as , 



Note: Occupational Outlook Handbook 1976-1977 Edition 
. ' U.S. Department of Labor, pages 11-19 for 
additional^ methodology. 
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possible to outline the program goals and enlist their 
cooperation. 

The APRS system has collGCted and classified job'des- 

criptions adaptable to Public Service training jobs. ' 

TheSe have been oraanized and classified according to 

the United State? Department of Labor's Dictionary of 

'Occupati onal T itles (DOT)i In use, these become guides 

for mndified job descriptions which permit new and 

e/Danded job areas within- the Public Service Secto^, 

The Liaison or job developer from APPS then' meets with 
♦ 

the Pub! ic 'Service Office contact and secures his/her 
coop'eration in accepting and training an APPS student. 
An analysis of the work to be done and the, skills to be 
developed are identified: The classification from the ** 
Dictionary of Occupational Titles is then mod1\fied ac- 
cording to the needs of the job within the province of 
the Public Service group and tlie abilities of the job 
supervisor to, trairr. This. is a community cooperative 
component and as such the benefit to the comm^ity and 
the agency as well as to the student should be, stressed. 
The average length of time that the stddent will spend on 
the work75ita is 120 hours.- in approximately two hour 



/ ■ ■ ■ ■ 



blocks. Successful completion^of ^kill-.training as 

a,scertained by A?PS, the work supervisor and' the depart- 

ment head, secures skill certification for the student 

as well as course credits.- North Gwinnett High School- 

e , . 

has evaluated Orientation and Comnion'Core as five-credit. 

courses. The work experience term is a^ten-cVedit course, 

The Public Service sklHs^areaV the Georgia State aad ' 

\ 

D.S, Departmerits of Labor, and the local labor market 
statistics plus APPS experience caii^'coordinate in pre- 
dicting short-term and long-term^ Jabor needs. These " 
needs should be reflected by constantly updating 'the 
Orientation and Common Core classes to meet the labor 
mar(<et and the work training experience areas. ^ Many of' • 
the skill areas are those almost' insatiableTET^'frvtry-' 
level, others are emerging areas which *have not yet 
beconie overcrowded. Direct observation and statistical 
data of attrition rates and expanding or diminishing 
job market ^i^ehds are important resources to draw lipon 

for maximum effectiveness. 
# • 

APPS materials and educational resources are transportable 

ft ' 

Jhe Orientation and Coitimon Core Curricul a^^for eight 
major occupational group.ijigs are pr'inted and avail- 
.able through the Office of Adult'and Vocational Edu- . 
cation. Ihese are an innovatdve series of manuals 



ThlE) Solution: (continued) * ' * ' • ^ 

4. which "include the course study related acti\Ait1es and 
reference sources including bibl iograplrbes. and audio- 
visual aids. In addition, teacKers/manuals, organizing 
and guidjince methodologies are included in the APRS ' ' 

* packets^. ... . - \ 

Job descriptions and labor market references ^ave all 
been standardized and ma^^irpum ^ise has been made of state, 
-local and federal resources which are avai.lable to all 
schools. , They are referred to appropriately and are. 
adaptable to any community. The objective, of CQurse, 

• " is to match jnanpower supply with, manpower needs. ^ Statg 

. and local governments have mechanisms that are. universal 
^ and readily available. These heiye be^n enumerated ,8n 



page 23. * ^ - • 

As a result of APRS research,' concepts that are^too com- 
plex or too costly have been discarded. The completed 
''design-is one that jj^^sily\^upervised, economically 
produced, and adaptable to staffing skills and , abilities 
easily obtainable in school sy^ems. APPS has attempted 
to be pragmatic r^rther than charismatic. Sin^licj.ty has 
resulted in pure and* effective programming. 



ORGANIZING THE APF^LIED PROGRAM OF PUBLIC SERVICE 



APPS 



1. Planning 



^(Planning' is' a funttion orthe administrative staff and they 
should be included in the planning process). v 

A. Conduct indepth student surveys in coordination with 
-school administrators, counsel ors, *or curriculum advisors. 

B. Contact Rublic Service employers for work-site availability 
and suggestions germaine to their- skill-needs. 

City and County personnel offices and United States Employ- 
ment Service are -a"^ few of the' resources available in all 
communities. (See page 23 -'The Solution^ 

C. Develop budget, allowing flexibility,j*n permitted areas.' 

D. . Develop standards, set policies and -i^istructipnal goals. 
^ Include variables" in order to allow for a broad range of 

^ student participation. . 

E. Select training, counseling and/or o-fFier professional and 
operating st^ff. ' Most staff will serve in dual rotes e.g. 
'Teacher-Counselor, Secretary-Administrative Assistant. 

F. , Write or coordinate 'curf'iaA^,- adapt and evalu^ to meet 

' the specific agreed upon goals as arrived at'by'the teacher, 
counselor, student and work-site-. , . . , 
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6. Make provisions for validating program content, progress 

* • ** 

an d results. This can.fae accomplished by standardized 

\^ ' • \ - . tests^, observation, empirical studies and the success 

factor, (employment) v 



II. Coordinating 

A. Organize an. Advisory Committee. Tt is suggested that this 

' t* . 

include two standing members from^ administration and four 

' members on" a rotating basis f.rom the community, two of 

' whofn would be work-sr^te representatives* (one semester tenure) 

«- 

B. Provide for initial liaisoti with worJ<-site (at the Admini-, 
strative level )..... \ . 

C. ^ Assist students in scheduling APRS ^s an elective coarse of 

^ ' • ' ' \ . • ^ ' 

study. School guidance counselors/can help Jmmeasurably © , 

\ ' ' • * /. • • J ' 

in 'this. - / . ' 

D. Assist students in adapting thei/r curriculum content to 
include skills needed for Publyc Service vocational goals;- 
Most l^ublic Servicejobs requ/re strong basic education 
which reinforces judfgement^ayeas. Remedial needs should be 
evaluated for early identification and resolution. 

E: Sef^up an-effectiye ti*^ansportation system; so that the 
training sites need not be lirtiited by this handicap^ 
^ F. Collect effective "How to" resource materiVls to' aid the 

student in obtaining drivers' licenses, social security 

cards, health certificates >ancl oth^er services that are 

<■ 

job related. i 
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Coordinating continued 

6. Plan for' monitoring work-sites and the student worker, 
collecting data such as time and attendance, student^ 
rev-iews , etc.* <^ 

H. Set up sU|!rervisory training consistent wittj^student needs 
and work-site acceptance. 

Instruction (Orientation, Common Core, Work Experience)^ 

A. " Train for specific APRS instruction (see MOG's) activities 

field trips, and on-the-job training, etc., 

B. Provide facilities, library, consumable items and other ' 
related teacher and student experiential' ma\;erials. 

C. Confirm plans for~6r provide* remedial^ need^ particularly 
in basic skills, e.g. reading, computational- skills..^^ 

D. Create broad and inclusive opportunities for oral and | 
written commnni cation skills. ^ 

I. Seek supplementary innovative and creative mediums for 
instrqction. 

Counseling 

A. Recruit students through personal^ interviews, guidance 
department, teacher cooperation an*d promotional methods, 

B. Confer with interested students inclivi*dually as to their 
interest,^ understanding, adaptability and tentative goals. r 

C. Confer with educational staff '.regarding student's needs 




^Couns^elirfg^ - continued * 

and preparing to meet them. 

A J. • ^ * 

i). Confer with parents, preferably with student cooperation 

and attendance toward support^of the student?' aims and 

motiNjatiop. . • * 

ProViide for on-going coordination of the above effprts. 

with\personal and vocational counseling. » 

Assessment'^NBnd Evaluation ' , . 

' A. AdministeK^tandardized evaluations (such as testing) of 
the entering AT*PS students through the counselor or 
teacher. These may be self-evaluations. 

B. Set-up'a system of student progress checks and balances 
throughout the APPS program. 

C. Observe, test and evaluate to ascertain work readiness,' 
usi^g program norms as guides.*^ ^ , 

[y, ^Evaluate program impact so that flexibility, improvement, 
and further development jnay take place. 



The APRS Program »should be constantly changing anjj,. . 
< . V 

developing. This 'means providing for changes, updating^ 
for flexibility toward co^inued development. 
E. "^Evaluate -community needs and -keep, abreast of efnployment 
direction. 

•F. Be aware of current legislati]|>n effecting public service 
jobs. •/ _ . ** , 
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Follow-up ' ' ' ' . 

^ An Evaluative System hasJ)een developed for immediate 
assessment. Lack of adequate follow-up' has long clouded the 
ability tq accurately evaluate vocational programs although 
because of the publit monies used they 'have been most vulner- 
able to justification-. "Fo11ow-^ur" is a term which is often 
used loosely 'and in factjs seldom adequately carried •out. 
Statistics alone cannot portray the APRS progjjams' success 
factor fully and accurately. Figures "do not lie" but 
they frequent:[y tell half-truths,^ 

A strong case can^be^made for a three year follow-up 
of the APRS program anci this needs to-be included in the 
ipit1al-p+^nning;* ottTerwise' i t is Ij^possible to judge the" 
program impap.t and draw .accurate conclusions as to its 
vDcat'ional viability. . ( . " 



FORMS, WAIVERS, COMMUNICATlJONS 
and 

'statements of intent 



Communicati-ons among the staff, student, parent and commu- 
nity'must be maintained and most often in written form, APRS, 
v> : new and unique vocational system, needs to' be both informa^ 
tiv^and educational in its communications in order te clarify 
goals and >,ain support ^^r the program objectives. 

TheYollow^ng communicative forms have been found usefuf. 
They have been kept simple and their volume *at a minimum. A 
paper heavy .project discourages administrators and comiTrtn^ity- 
based supervisors-and rarely. adds to program quality. Addition- 
afly» the educational competencies of 4WJc^nts vary'widely and 
if they are to be kept infowied, cooperative apd supportive, it 
is essential that their participative communications be clear 
and direct. 
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*FORMS, WAIVERS AND STATEMENTS OF INTENT 



Safety Waiver. 

Work Activity Waiver 



Safety of the APpS student when traveling to and from 
the work site is paramount. A waiver is necessary from the 
^parent which affirms insurance coverage for the student. This 
can be in the form of, or augmented by school insurance. 
Public Service work-sites- are invariably state or federally 
regulated, so although site-safety does not ordinarily present 
a problem, the Site Analysis recognizes safety problems and 
makes npte of any^nusual conditions that exist, (attachment 1) 

In replanning, ^i^^^pf recommended that a course in first- 
aid be required of all APPS students during common core, just 



prior to the work experience. ~ The student will be certified 
by the American Red Cro?s. 



Site Analysis Form * 



The Site Analysis advises the APPS sponsor of the suit- 
ability, the hazards, special 'conditions and prevailing phy- 
sical conditions at the work-sit^. It also explores the 
% 
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Site Analysis Form - Continued 



presence of peripheral indi^tive training materials and 
the capabilities of the supervisory personnel to add sig- 
nificantly by sharing their vocational experiences with 
the student, (attachment: 2) . 

Vocational Skill Development "Agreement 

In order to maintain stru.cture and focus, an agree- . 
ment is made among the student, the training'site and^'APPS, 
Eac-h agrees to perform certai^n specific tasks. The Public 
Service work-sHe agrees to teach a described skill to the 
student and to relate that tfjaining to a classified and 
acceptable job descrif)tion. The student agrees to. bring 
willingness, cooperation and -self-discipline to the train- 
ing process. APPS agrees to provide the student with rele- 
vant knowledge, skill, motivatfon and the necessary prepara- 
tion to make him/her receptive to skill training, (attach- 
ment 3), ^ 

/ 

Time, Attendance and Student Review 

This form is submitted to' the training supervisor every 
four weeks of the work experience quart^ by the Af^PS Monitor, 



Time,. .Attendance and Student Review - continued 

It records the daily time and the attendahce of/. the student 
at the work-site and, provides a subjective analysis of his/ 



her participation and skill progress. In addition, he/she 
is graded three times during the quarter by^ the work super- 
visor. This tri-quarter grading is completed in conference 
with the student and becomes a tool not only to measure the 
student's progress, but also is a direct means of cormiuni- 
cation which zeroes in on the , strengths and weaknesses and 
provides guidance for the supervisor. It is a teaching, 
learning, and counseling tool in one brief and specific 
form, (attachment 4) 

Regulatory Guide (Student) 

This form> a composite of regulations' for proper con- 
duct on the job, may seem superfluous. These are primarily 
if^minders which coordinate agreed upon behavioral patterns - 




developed in common core. They are the students' own stand- 



ards of job conduct- (attachment 5) 




Supervisory Guide. : 

Many capabVe supervisors are reticent to assume responsi- 
bility for a student trainee. This guide reassures them of 
their abiWty to'do'so and counteracts any misgivings they 
might have as to APRS support of their efforts. It is also 
a marketlngaid. It frequently helps convince a work-site to 
cooperate in APRS Vocational Training, (attachment 6) 
6-A. Many worj^sites have seminars, workshops-^ and va-rious 
external training available. This form is retained in 
the student's folder to record these additional educa-? ' 
tional experiences. 

Job Classification Modification Form 

The standard job description from the Dictionary of OccUpa- 

r 

tional Titles is, in general, a reasonably accurate guide to 
the work, to be performed. Inasmuch as the standard "Occupational 
Outjook has also been checked in order to broaden the descrip- 
tion and State and County Merit Classifications have also been 
used, relatively little , job modification has been necessary. 
However, to insure accuracy and guide supervisors, this form 
serves a useful purpose as a formal and agreed upon modifier, 
(attachment 7) 

4u 



8. ^Memo to Parents 

APRS feels that its Public Service Vocational Skills Pro- ' 
gram should be clarified for the parents, APPS is a new con- 
cept, so it follows that it i^ different from other educa- 
tional experiences. Memos to the parents not only explain 
the program but enlist their assistance in helping (iiotivate 
the student toward, his/her goals in APPS. The memos informative 

nature also becomes a community relations bonus, (attachment 8) 

* 0 

9. 'APPS Monitoring Report ■ • - 

The APPS filonitoring Report is designed to be completed by 
the APPS representative afte^j brief meetings (approximately 
/"T^hree per semester). These meetings should be pre-appointed, 
\The supervisor, the APPS teacher and the student should par- 
t^cipate so that^successes , problems and solutions can be 
shared and the monitor can receive an accurate overview of the 
training site and. the interpersonal relationship as well as the 
progress in meeting the predetermined goals, (attachment 9) 

10. Certificate of Completion 

Upon successful completion of all phases of APPS 
(Orientation, Common Core, and Work Experiehce) , the student 
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(continued) ^ - 

is granted APRS Certification. This certificate is signed 
by the APRS Director or Coordinator, the student work 
supervisor, the school principal*, cftid the .APPS teacher. 
Its presentation guarantees tKat the student -has skills 
and training in public service which will make him more 
qualified to fill ^ specific position than an uncertified^ 
student. Included in certi.fication is tacit agreement 
that recommendations and hiring priori ties will be given 
to the student, (attachment 10) \. 

♦ 

Site Certification 

The cooperating Public Service work-site after having 
met the training/supervisory an(il physical standard? of 
APPS receives .an APPS Certificatioo document to be displayed 
in its office. In addition to stating aUs approval, it sig- 
nifies that. the agency is cooperating with the educational insti- - 
tution in training youth in a Public Service ski'll. (attachment 11) 

, \ ^ 

Eva'lua'tivie Report, ' • . 

This could be designated as the first follow-up, -inasmucji 
as it takes place at the completion of the students wgrk 
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12. (continued) ^ ^ ^ 

* experience. It is a composite of whether or not the student, 
work-site , and job skill expectations have been fulfilled. It 
is also the first step in developing agency training sites of 
quality for the ne/t quarter. It is important in that it 
^ objectively measures the success- (or failure) of the work 
experience and identifies the weaknesses and strengths towards 
developing better jobs, better prepared students and a better 
course of study, (attachment 12) 
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Attachment 1 



Work Activity Waiver - * 

TO: / North Gwinnett High' School APRS i 

FROM: Parent or Guardian ^ 



f 

I hereby give p.ermi^sion for ' ^ to 

(S'tudent) T 
participate in the v/ork experience *phase of the Applied Program of 

Public Servicej^ J understand that this will t^akg. place on regular 

school days from to ^ at . - 

(Time) (Time) (Location) 



it will be necessary for to 

(Student) 

.travel t'o- this work-site. Please check below as to whether you pre- 
fer APPS transportation or if you wish to provide an alternative^ 



APPS 

Alternative 



r 



^ Please indicate if you 'have school insurance orother insurance 

, * ^ ' X r 

to cover liability incurred while in' transit .and at^Wbir^k. 

• " ***> 

School Insurance ' . - * ^ 

Other ^ * . - ^ 

' , (Name of company) ^ 



SIGNED: 
Address : 

J)ate: 

i3u . 
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Attachment 2 



SITE ANALYSIS OVERVIEW 

L 

■' ' I 

The APRS Site Analysis was prepared to be filled out *by 
* the APRS teacher, through observation and questioning. It' ^ 
will be necessary that .the work-site monitor (APRS teacher) 
conducting the survey understand the basic requirements of the 
« work to be performed before this interview; In other words, 
the teacher who monitors the work-site should make ^a thorough 
study of the applicable job description and arr.ive^at a pre- 
determined conclusion as to acceptable standards^ for the work- 
site in accordance with'the ^training to be accomplished. The 
Site Analysis should not be completed in the presence of the 



training supervisor since the quality and physical capabilities 
of the work-site ^should be assessed independently- according to 
APRS standards. (Notes are made, of course). 



The APRS Site Analysis has several objectives. Firsthand ^ 
most obvioul; it informs the APRS vocational staff of the phys- - 
ical and regulatory requirements and restraints of the jot^ and 
so permits hard facts to be added to subjective judgement in 



placing a student worker in a specific work-^ite. 



1 

Secon<l, it surveys the|^rk-site from the 
its use as a vocational tool arid, in a sense, 
proach, thoroughness, and ability of the sitci 
.necessary training. 



stand point of 
ssfesse§ the ap- 
0 accomplish the 



Third, it. assists in supervisory trairlirig and the results, 
can be used in workshop sessions. _ There is/ a/lways some chance 
that this analysis will eliminate or "self/dffestruct" somfe train- 
ing sitesr On the other hand if only ^(he /sj/rongest remain then 
the best expectations of the APRS vocitifliial staff will have 



/ . 



been realized, 



-ft. 



Lastly, it-creates an awareness if the inductive 'learning 
cliniate_and may be' used as afcheck li/t by the sites for its 
own staff, trafm'ng. In'short, the IfPS Site Analysis is'a learn 
ing, a teaching, and an informational instrument. 
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PUBLIC SERVICE CLUSTER 
STUDENT PLACEMENT 



APPS 
Site Analysis 
Special Conditions 



Site: 



Supervisor: 
Telephone: 



Physical requirements: 
Enter needs-qualifications 



Carry4ng 
S1:ooping 



Heavy ^Lifting 
Sitting 



Tolerance for noise 



^ ' Tolerance for periods of inactivity 
-^Specific voic^ qualities ' ■ ' 
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Physical requirements - continued 
Soecific aoDearSnce * 

Drivinq ability ' . * ' 
Personality attributes - ' * 
Other % 

iHealth and/or Safety Conditions * — ^ 


0 

* 










- « - - 




* 


Contracts or Agreements 






Restr^aints • 






— ■« ^ ™ "■ 




Ml 


Additional ' < 

Reading MateVials • - ^ . 


> 


» 


» 

Which of these are available at this work site? 

^ Notices and'^signs on work site that pertain to students 
wnrk attitudes or are informative. 

Catalogs, brochures or printed adv.erttising (training 
related). 




ERJC , . 
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' Site Aha.lysis 
(continued) 



Manuals and/or Written' instructions , 

Schedules, if applicable. • * 

Reports, pamphlets or -other publications relevant 
to the students vocational training interes*t.' 



other work-related materials (e.g. trade journals). 

Additional * 



In which; of^4:^e following "performance" tasks will the supervisor be^ 
able to help the APRS student? 



Critical thinking : Is there. . . 



Thought projection and planning for present trciining 
performance aod future goals available? 




Gitizenship : Is the supervisor able to. . . 

Answer questiop^ about the impact af various facets of 
^ democxac^^-Of^-^ place of bu^ess? (e.g. OSHA) 



Answer questicfns about taxes that effect employees 
(e.g. Social Secujrity, income tax withholdings)? 

Ansv/er questions about regulations, .codes, restraints, 
etc., that effect this work-site and evaluate their * 
relative merit? • " ' 
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Personal and Social Development : Is the s'upervisor able and 

willing to. . . 

Assist a student in identifying and analyzing a behavior 
pattern that should be modified or eliminated? 



Listen to and evaluate a students' observations? 



Creative Development : -Is- the supervisor able and willing to. . 

Assist a student in understanding , and fostering creativity 
as^it is expressed .in this area? 

Help' a student identify creative methods or products at 
the w^k-site? 



I 



•x 
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Attachfiient three 



APRS / W • 
Vpcatidnal Skill 
Defvelopment Agreement ' - ^ 

^ It is understood that after completion of prerequisite class- 
room instruction my^ participation in the APRS vocational work 
experience will include the following: 

* 1. Daily regular attendance at my work site-. 
/ 2., Informing my supervisor when I am unable to be\there; 
being certain that I am absent ^ply for valid reasons. 

3. Performing fhe^requVed tasks willingly, capably, and 

• responsibly. ' ' 

4. Informijig the ARRS^ staff of important problems, which' 
arisie in the performance of my- "duties. ^ 

5- Conducting myself in a manner which will fairly 

represent North Gwinnett High School and the APRS Program, 

' Signed: 



^ (Student) 
APRS will provide .the^ following: ' ^ 

1. Public Service Exploratory courses. 
.A. Orientation 

'B. Co,re Curriculum^ 

2. -An. approved Public Service work-site. 



A, 'Work-site analysis 

B. l^c 



B. i^dequate transportation to the job site, 

C. Job, pers6nal or educational counseling. 



3. ' APRS Certification on cbm|51etion of the*. course Tequirenjents, 

A. Certificate signed by program and employer, 

B. Completed evaluation form. 

C. Job description included in school fplder. 



SIGNED: 

imsy 



^ It is ;understood that ^ ^ _^ '' 

(Work Site) 

will. provide work skills related to this Public Service* Group in 

general and the specific ta5ks to be accom>lished according to 

the' classification referred to in the "Dictionary of Occupational 

Titles". • will also coopeij'ate' with 

(Work Sqte)" • ' 

the APRS Program in ^submitting time and attendance records, ' 

student 'work reviews and informinc^ the APPS staff of student 

related problems which* occur at the woi^k-site. ;^ 

■ ' * SIGNED:, ' - , ' • . > 

' • * (Work Site. Represeritati ve) 
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Wor^< Site 
Dates * 



to 



Student's Name 



Supervisor's Name 



Month _ 
'Hours*. 
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Studetit Work Review: Please circle one 

1. Lconsider this student's seriousness of purpose.: 
Outstanding - Good - Fair Poor . ^ 

2. • I consider his/Ker cooperation and motivation: 

* Outstanding* - Goqfl - Fair - Poor 

* « 

3. Hi5/her attitude. is: 

' ' Plea'sant - Unpleasant A Prpblfem. 

4. Irt the area oV job readiness - I tonsideif: this student: 
Advanced - Average - Not ready - Not progressing 

5. His/her ability to grasp new concepts and tasks is: ' 
Outstanding - Good - Fair -' Poor . 



(Circle one number) 


•io 


9*87 


6 "5_4 


3 2 1 


c 

-o 
c 




-\ 

t- 






<^ 

4-> 


% 


•f— 

. <^ 
Lu 






> CO 
4-> 










O 









'^Please compote the time within h hour. 



Other areas which I would like to comment ort are: 



Comments: 



r 



I have dj^scussed this' review with ' 1 

^ (Studeat's name) 

- '-■/) . . ■ 

. SIGNED: . \ 1 

Supervisor 

Review Date: ' 



V 




i 



GO 



. , ^Attachment 5 



Name '_ APRS Telephone No. 



Work Site Supervisor's 

^ Telephone No. 



APRS Student 



Regulatory Guide ^ / 



1. I will be at the parking lot by the gym each day no later than 12:40 
p.m. for pickup by the school bus which will transport me to my work 
site. 

2. If, for any valid reason, I am unable to meet'this commitment I will 
either call or-contact the APRS staff and my supervisor no later than 
9:00 a.m,. of the*v/or:k day. - - » .. ... 

3. Prior to making any other arran^gements for my trctnsaj^tation I will 
contact APRS for approval. 

% I win wait at the same prearranged place at-the ^agreed upon time, 
(about 3:00 p.m.) to return from my work site. 

5. In the unlikely event that I miss my ride I will call APPS immediately 
so that substitute transportation can be arranged. 

6. I will try my best to be at the work site every day and will endeavor 
to cooMrate toward acquiring a ^Ineaningful skill. 

7., I wil/ contact a member, of the ^PPS staff immediately should any - - 
^/workf related problem aris^e. V ' . v 
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APRS 

Supervisory Guide 



The APRS Program of 



welcomes you .to 



its su])ervisory staff 1 Much of the success or failure of tJie student 
in this job will be due to your constructive participation. It 1s 
especially important for you to know that the APRS program appreciates 
and will support your efforts in helping the student become a meaning- 
ful worker in a Public Service area. 

* ^These are* some of the questions you may like to have answered by 
the APPS Program staff: 



Question: 



Answer: 



Simply 
Stated: 



1 



How does this trainee differ from anyorte'^else I might hafVe ' 
hired for this entry-level position? , 
He/she will already have a strong interest In the. job to be 
accomplished^^d Be fully- aware of most of its requirements. 
He/she will understand specific acceptable work practices 
and will refiuire less lead-time in 'learning new tasks. He/ 
^e will be able to reason and exert bettgr judgement in your 
work area due to his/her APPS training. He/she will be con- 
vinced of the value and purpose of, this job because of^is/hef 
APPS training^ ^ - ? ' - 

AI^PS students will be more motivated, more knowledgeable and 
more cooperative when they become your employees. 



Supervisory Guide 
(continued) 

Question: Will I be able to a*sk him/her to do the same tasks as^a 
' ' . regular employee-trainee? 

Answer:" APRS will be disappointed if you do not. During \he hours 
he/she spends with you he/she is your regular "in-trainjng" 
employee. ^ , ' ' 

Question: What if he/she is not cooperative, or is tardy or absent 

often? • ' • _ ^ ' 

Answer: First, we hope you will approach these problems as you would 
with other employees; however, APRS stands ready to support 
or mediate any problem should one arise. _You will have the 
telephone number of an APPS staff member. and will be visited 
regularly on a prearranged basis. ' * 

Question: What are my responsibilities? * - , . 

Answer: Your respon.sibilfties- are to instruct in and s&p^vise the 
work a^outlined in the job descv^iption we will have agreed 
upon. ' ' , 

Question; What are the related pluses? 

Answer: 1. You will have an opportunity to participate in training 
' a young person for a position in Your chosen field, 

2. You will be training and assisting, a young person in 
Gwinnett County and providing, a better' labor pool' from 
which to draw Public Service employee^. ; ' ( - 

3. You will7\(we are sure), feel proud of watching significant 
career growth through Your effort's. . 

4. Lastly, if you were an uncertain young person in an uncertain 

« 

* world wouldn*t you, like to have this opportunity? 
- • . - 53 - " 
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- APRS. 

Work Site ; 
Additional Education and/or Jraining 



Sjiudent Trainee 
Job Title 



Work Site ^ 



Supervisor Title 

Description of Supplementary education . 



Title (if applicable) 
Date 



6'i 



Attachment 7 



Job Description Modification Form 



ly^tJoes the proposed job description meet the actual training, n^dsi 



2. What additions or deletions are suggested by the supervisor? 



3. In what order and with what frequency will the training take place 



-y 



4. In your opinion is the^^upervisor committed to the training 'goals? 



5. Exactly what, in the superyisors opinion, w^ill.the trainee be able 
to 'accomplish on successful completibn of this public service 
occupational training? ^^"^ 
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MEMO TO: - (Parents) 

s • 

FROM: APRS, North Gwinnett High School 

f 

DATE: " ^ 



has completed the class- 



room work'of the Applied Program of Public Service. He/she i's now 
'approachin9-^:he final , or' work experience phase; at the conclusion 
of which he will become an APPS certified student. • . 

If you are not i^&lly aware of the details involved in the work 
ex|ieri-ence a member of the APPS staff wil^ welcome a conference with 
you or will telephone you so that you can know more fully of yoi>r 
sons/daughters participation. Conference Q 'TelepKone call j ,| 

Date requested: . : — • 



' Please ask ' to return this memo to 

t 

US as soon as possible. * . 



i 



SIGNED: 



(Parent or Gu^rdtian) 



°' AttachmeBt ? 

1 ♦ 



• • . • • APRS, ' - , 

^MONITORING REPORT 

Siudent: * j Supervjsor: 



Date: ^ ^* • Telephone No.: . ^ 



ji. 

Work-SHe: * < 



Mon-itor : 



Narrative Report: 



2. Are the training e)<pectations being met? ^ " 

3. Any special problems?^ 

4. Agreed upon^ solution: ^ . 

o 

*Note5 may be taken but report is to bg written after work-site 
' visit. V ' * s . 



0 



NORTH GWINNETT HIGH SCHOOL 



1^ 



p Principal 



Coordinator 



T/lis is to certify that 



has successfully completed all the entry-skill 

* 

requirements for : : 

of the APPS Program withjthe cooperation of 

« ■ -• ' ■ - 



Teache'r 




Student Supervisor 



f — ' ^ 

Date 








J- 



NORTH GWINNETT HIGH SCHOOL 



f wsram of 



Expresses its appr^iation to 

'. ^" K 4.. - 




for it's cooperation cind participation in this 
program-to benefit' Y.outh in Puhfic Service 
> ■ " tracing/ , ^ 



Principal 



Teacher, 



Coordinator 



Date 



\ 





■ 



student 



Supervisor 



Dates: "f^rom 



APRS 

EVALUATIVE REPORT 



Work Site 
Address' ' 



To 



Att&Ghment 12 



Job C-1 assif ication 



I. Site and Supervisory .Ev^luatien 



I. 



Wa_s the quality of the work- training site consistent with the conclusions- 
drawn from the "Site Analysis"? Comments 



Ii: Did' the skill training agree with the firtal , job "description insofar as 
time and student ability permrfeted? ' 



yes 



no 



A. If the answer was "no", please explains 



III. Did the supervisor meet APRS standards given the same, qua! ify4ng factors 
' of time and ability as II. ' 



yes 



no 



If ar>swej is "no", please explain. 
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I. Site and Supervisory Evaluation 
Continued 



ry. Has the supervisor agreed that skill certification of the APRS student 



is realistic? 



L 



If not, please explain. 

/ 



V. What semester grade on the 1 - 10 scale, would the supervisor give the 
student? 



VI^ In which of the following areas does the supervisor consider the stu- 
dent has improved (I), Regressed (R)> or was already satisfactory (S). 
A. 'Attendance * F. Initiative 



B. Work attitudes 6. Adaptability 

y C. Work habits ^ H. Dependability ' 

D. Skill progress ^ I. General work readiness 



E. Cooperation 



VII. Does the supervisor consider the student* s work experience a bona-fide 



' job credential? 



'.• ' yes no 

If not, please explain. ' 
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I. S;ite and Supervisory Evaluation ^ . 
Continued 

i 

VIII.* Would the supervisor hire (if a ^(acancy ex>sted) or recqmmend the 
student for an entry-level job in th'is occupational group? 



yes no 



Jf answer is .V. no" , state reasons. 



4 



rx^ Has the supervisor had a final conference with the student? 



. . ^ . yes no 

Would the supervisor recommend that his/her agency participate in the 
APPS^ program again? ^ , ; ^ , 



yes no 



ft 



C If the answer 'is "no"; state reasons, ^ 



T What comments, observations or ^uggestips in addition to those included' 
did the supervisor make? [ [ £^ 
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APRS 



II. Student Evaluation 



In vvhat ways did^you feel (or not feel) personally prepared for 

your job experience?, (Answer with one word). ' 

/ - • . . 

A. H.^lationship with the supervisor? \ 

B. Manner in which wonk was presented to you? ^ 

C. Attitude of otijer staff members toward you? 

D. School course study preparation? 



Additional comments? 



In what ways (]jid yen* feel (or not feel) prepare'^d i^jM^k related 
area^.. .(Answer wi tl> one word). 

A. Job expectation^? . # . 

1. Kind of work . : 



- 2. APRS information about the job 

Did you learn n?w skills? 

Explain. J_ ^ 



^l.^^id you feel that you were useful in the 'accomplishment of the 



wor^of the agency? 



2. What /lo you think was your most important contribution to the 
worksite? " - I r_! , - 



What additional related tasks could you have accomplished had 
you had the time or been asked? ^ ^ 



Were you kept^busy most of the time? 



Did you change your ideas about your career goals because of 

this work experience? ^ 

Please explain. • ^ 





r 



Would you recommend the APRS work experience ^bo- other students? 



Do you feel more job-ready? 



Did this experience make you feel that you will need more 
education to accomplish your^goals?\^_ 



Please, write any other thoughts you have on^the work experience 
classroom s^ies. 



i 



^APPS 



III. Monitor's Evaluation 



Whatsis your own evaluation of the various components df the work 
site on a so^e of 1 - 10? 
A. Ski.ll training?* 



R Supervisor's ability to understand young people? 
C. Supervisor's ability to train student? 



D. Supervisor's interest in student training? ^ 

E. Supervisor's expectations? _, 

F. Site suitability? 



G. Training atmosphere? ^ 

H. Rea'^f work accompl i shedn" 



I. Site equipment for training?_ 

JT AQcessabi lity of work-site? . ~ 

f. 

Would you recommend that this agency be continued as a training 
si^e? 



yes no. 
If your answer is "no*^, please explain. 



C 



r 

0 



III. Monitor's Evaluation 
continued 

Summary: Write a concise case history of the student from ~ 
•^classtoom studies througji the work experience as they applied 
to helping the student in adjusting to the work-world and 
accomplishing the goals of the chosen major occupational group 



• , SECTION in 

INTRODUCTION TO APRS STUDENT GUIDANCE 
. A ■ - ' 

t 

The APRS concept iox^ the teacher-counselor- is based on a 
familiar role in the classroom. Most teachers, principals and 
other educators have been east in the role of counselor, with- 
out portfolio, because of da^ly contact and human empathy » Common 
sense and professional license usually are the only lines of 
demarcartion . Necessity, however, requires that the APRS teacher 
be prepared in specific areas and in others be able- to recognize 
the need for referrals. The goal of the kpPS Guidance Philosophy 
is to make the idea of work understandable - that work is good, nec- 
essary, joyful and satisfying. 

The APPS teacher is a specialist. Not only in implementing 
the public service vocational program but also in those problems 
and opportunities whiph lend themselves to life and work ski.lls - 
and a specific vocational field. APRS will.be viable with youth 
only if they ^are provided with necessary lifl^skills as well as . 
career options and training. It is logical that the linkage be 
inseparable. The ability of the student to be guided appropriately 
can f..ean the difference between success and failure. That happens 
wh'^n the door closes and the teacher listens to the student. 



( 
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Additionally, sending the student into the field for work 
experience thrusts him into the work .world when the APRS system 
can only be effecti\^ if continued student counseling at this 
entry-point remains significant. APPS-needs to use this oppor- 
tunity to maintain relationships which, from orientation through 
work experience, will prove to be supportive. You are the student^s 
primary resource both educationally and in terms of sel f-ttscovery. 
The latter should be your counseling imperative. 

The various components can be divided into several ntejor 
, counseling service areas. All of these need guidance provided ^ 
by APPS. These areas will encompass: » 



Orientation 



Curriculum 



Work experience 



1.. Who am I? 

2. Why am I here? 

3. Why must I plan? 

4. What plan will work - how 
do I know it will? 

5. What if it doesn't? 

6. I'm not sure I'm ready^' 

7. Help: 



/ 



'.}/ 
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" The totality of students needs has always been difficult ' 
to jne^. There was a time when teachers taught, couns_elors ^ 
counseled, merchants engaged in business and government was 
considered ^separate and apart from other career functions, 

f Career preplration and training (APRS) has changed this 
concept radically. As- a result, the APPS teacher must engage 
in different commitments and practices. He/she must be com- 
mitted to helping students identify their interests with 
understanding, their abilities with honesty and the special needs 
of adolescende^ith compassioji and common sense. A tall ^rdet; ; 
for any educational innovator. ^ We have'discussed -the guidance 
needs from the standpoint of those 'students most in need, and 
those most adjusted. There are -special responsibilities sig- 
nificant to a number of other students. 

•APPS guidance becomes an art in direct pDportion to the 
life and skill experiences of^fhe students. We ha^e indicated' 

■ the intangibility of our subject matter before, but it. should' 
be repeated. The youth frw a public service or management - 
oriented famiTy^will assimi 1 ate. th^'subject matter quickly and 
will very likely have^home support. Their responses to the 
APPS program, may be automatically goal oriented , and theirjevel 

J ' 
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* f , ^ 

of accomplishment i^ay be readily perceived, 

But,f irTuPfh^st ideaTconcept APPS becomes the conduit . ' 
for talent that might not ordinari lyTeaqh Public Service jobs/ 
The young persons^whose knowledge, exposure and expectations have 
not yal lowed them to believe 1:hat.**4iey can ever become^a pa>^^ 

middle elass'employment. • ' \ • 

. If » ' • . f 

Educati^on has long been the stepping-stone from the lower to ^ 
the^riiiiddle class. An important reason has been that teaching was 
the only professional skill with which* they were familiar and also 
one which was state supported. Other areas of Public Service offer 
s^imilar ^opportunities today. APPS opens new vocational fields of 
service to the poor or disadvantaged!' -» 

the APPS teacher-counselor will often. encounter a studeq^ 
so capable, so'insistent on his* interest that only continued ^ 
education wiTl satisfy this nepd. Every effort should be made 
to foster t|^is. Parent cooperation, college^requirements,' scholar- 
shfp possibilities and the resources of the school and work super- 
visor should be drawn upon to effect -a ^successful resolution forr 
coordinating these supports and guiding the s-tudent to achieving 
his/her .goal . • ^ 



The student who loses interest et an early stage is often v • 
the one who is Jn 'a hurry and cannpt perceive achievement as an' 
outcome of an 'entry-level job. • Comfnttnity resource speakers, 
career ^days, field trips, and 'Comparable motivating factors' 
should bfe introduced to lend interest ahd to remove any cloiste'r- 
ing factors. Mqst important, howeve>,"^ i^s' to compreherrd that there 
-are -times when your own commi tm^fft ™st be the motivation while 
youth's aspirations catch Of 



\ 
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ORIENTATION 



Typioal ^PPS student^^entering orientation are fi.ftee-n^ 
years old. Their work experiences^ have been confined chiefly 
ttf fiousehold maintenance chores; career planning to answering 
questions coacerming what t^ey will be/when' they "grow up". 
Career (?ho''i;:es ^ha've^been limited to th'te .immediate environment 
and vocations .projected throisgh that environment. 



The first phase of gindance is the process of "counseling- 
i ipt\ Before' students h^ve chosen their electives, the APRS 
^teacher shou\d discuss the program, its content and goals with 
each incf>vidual student who is consiciering^enrolling in the APRS 
'vocational colirse or seeking/information about it. There are 
'^br^ad and viable differences in students 'Mevels of expectations * 
and while, for ex'ample, many trade or manual deJ;terity areas 
are related to public service jobs, students should not be misled 

into^ believing that these kinds of vocational ob^cti ves are ' 

' ' ^ ^ 

offered ARPS. Students should b6 directed to the schobl guid- 



^j|pe department- Jor comparative information and/or rej^ated sehed- 
i/Ul^g. The APRS teacher 'shoul d have written information abo.ut the 



\ 



•^2 - » 



program available for students to take with them for discussion 
with their parents and/or other teachers. The couHe 'of study will 
be vastly different from other courses students have encountered; 
when they enroll they should be well infprmed, motivated and already 
'chal^^ei;>^d. ^ \ ' 

As the subject matter is introduced the ability^f the fif- 
teen year old to picture himself^ in an active working role often 
creates confi^sion both vocationa;lly and personally. However, if 
tbe students can relate the APRS program to'their personal des- 
tinies, they will feel th^ have some controji over them. 

It is her*^ the APRS teachW can feridgS the gap. ( Personal 
• conferences, discussions with other. school personnel and par^t 
ijiy^lvement c^n be coordinated to resolve these prob'lems. This 
period is a sensitive one and it is also most influential,. 
Whether students continue their interest iij vocational publif: 
service or -drop out may depend on t[\^j;;elationship developed and 
the use made of teacher-student guidance techniques.. 



Persortal conferences are presumed to be self-explanatory/ 
The teacher must decide on-'the mood and temper. of the one-to- 
one conference. This, of course, depends on the students'. 



\ 



interests, progress and probloms, if some e>cist. This combines ^ 
"I'Jho am I." with "Why am I here?" It is a challenge andean . 7 
opportunity - both vocationally .and aspirationally . . 

A typiral situation v^hich' could arise is that of the stu- 
*dent who 'is bored ^ immature and pe^iiiaps physically small. Fre- . 
quently a - "P^ter^Pan" romplex ha > already been diagnosed through 
. 1 issrooii\i t f nvior. ihe /\PP^ le^^cher hasseveral alternatives, 
''••^ ",cr qiiidante may be discipl I'lnry in tone; in that "Peiter Pans" 
tend cO bt'Lome cl ass "pranks-ters , or he/she may recommend dropping 
Orientation until the ypunq person matures, or he/she may confer 
witfi the st^idenc. - helping nim :.ort out his expectations, the 
sLtimbling •;locks and ttie sequential factors. Relating the ^ / 
'"h-'Mces to More id(^tifiable ex.pp*ctations at Veast until this; 
.tudent catches up and settles* down , may' be the preferable manner. 

' ' ' A follow-up with pa'rcnts is mos^t helpful toward achieving ^ 
^understanding and support. Th$ APPS orientatiori'^course is -an "i..- 
•^hstractin.i to many ^tiidents. h is made tangible ^rough the ^ 
combined c ^fo^ts "of the'teacher, theneaching materials-, •the home, 
^rrnd the aid-.of oth^r classroom teachers. Under thi ?|^on(blned 
y^Ouidance, it^ecomes less mysterious, mpre worthwhile and! there- 
fore the :>tbdents' interest is heigtitened - Why ^m I 'here? becomeV 
sel f-ovidentf. ' ' 



significant* gu(dahce function in Orientation is the unit 
related to .decision making. Specifically, aftef shaving con- 
cluded an overview of ^r»ll eight major .occupational groups as 
designated' by the Office of Education, U.S. Department of Health 
.Ediication and Welfare, students will choose two occupations fo 
study and ultimately one field for concentrated study. 

The APRS teacher will assist the stugtents in their final 
choices by helping them assess their interests, aptitudes, "abilities 
and motivations.' The teacher should also add hisy^er observations ^ 
and empirical' knowledge in helping the students arrive at viable 
detisions as to whicb of, the eight major ocCupationaT gr^oups they' 
are best suited. Diis selection is a critical step in the APRS 

o 

vocational System. ' ' 

This is pot to suggest that Orientation will alwa^ need re- 
inforcement. ' However, with students who^fall readily into estab- 
lisned curVi\ uluii/ patterns > ib ib still rewarding to include other 
teachers and oar^ents so that lin6s of fcoiiimunication will be estab- 
'lished and wiil support career direttion. .The APRS teacher having 

'establi$he(;l rapport and coordinated^ for( es -wil 1 ^be more readily 
ai)le to guide the students in scheduling related subjects or in 

^influencing schqlastio decisionV-that increase competencies. 



TESTING AND GUIDANCE 
s C 



Testings v^hich have .identified t^oth preference, and^worker 

tr'dits and temperaments may be helpful in communicating to the 

students Tde need for individual judgement _and also demonstrate 

the brelldtf..of their choice. As has been mentioned before* young 

r.eople n'** infrfr,jV.. will chaose occupational grouping^ and 

'lattf their choices. Con^jdering the innovations of the 

APPS s.^bjeci ^natter a-few may find difficulty 'in relating to the 

APPS, system- The use of tests and theiC>*^pretation may assist 

the t-d.liiM -counselor in helpintj students invthe appraisal of their^ 

'oals uy oxtJ^ininq the adaptations, accompli shrpent^', and relevancies 

indicated * Eor f-ii.,.!e, as students learn more about career choices 

the' duties, skills, the educational requirements and the persor\6lity 

r.aits Required, ^they may develop a 'sati sfying field of service 

independently. Alternatively, some students may not arrive, at, 

any conclusion. " 

' ' ■ * . » I 

Using Lesting with other jii'licatfrrs , the APl^S cfounselor has 

arf opportuni-y to. help students .structure or restructure ,th^r 

goals and. re-define their interests, so that they are'-guided voca- . 

tionally into potentially satisfying areas,. This presents -the • •: , 

students i;ith a positive outlook and may cause them to waiver 
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between different fW(Hc service groups. The life-skills taught 
wilTbe of permanent use in any* case, Teactier-counseling is a 
signiftcant back-up for occupational testing.^ It assists the 
teacher in helping the students conceptualize their goals so 
that aptitudes can be reinforced or alternatives presented/ 



\ 



"Talking it out" with the teacher will be reiterated through- 
out, because only student self-realization is a sa'hsfying 
solution. As listeners,' teachers increase their own^ innate 
ability to effect success* inductively. ^ 



0 



(Attachments 13 and 14) - Vocational and Otcupational , Testing 
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VOCATIONAL AND OCCUPAlfoNAL/ TESJS 



Attachment 13 



Grade 



. / 

i 



'Ha-n ^Occupartion^l 
Odentation Inventory 


Grades 
8-12 


Need-values and job Characteristics 
Stimulates vocational 
exploration 


60 - 90 
minutes 


Self scoring 
Self interpreting 

\ 


High School Person- 
ality Questionnaire • 


Ages 
11-18 


Me^asures 14 traits covering ^ total 
personality ' ' " 

i ' - . , 


40 - 50 
minutes 


Quick and easy 
. scoring by test 
admiifistrator 


' Ohio Vocational ^ 
Interest Study 
(OVIS) 

\ . 


. Grades ^ 
8-12 * , 

i 


Data, People', Things . / 
Stimulates Vocational Exploration 

- / V ... 

/ ' - . - * , 3 ' 


60 - 90 
minutes - 


Scored by Pub- 
lisher (Ohio 
State) 


Kuder Occupational. 
Interest Study • 
• 


Grades^ 
10. &' . 
.lip 


-/Forced choice .test, pif^ovi-ding scorSs 

^/in To areas; ■outdoor, mechanical, 

1 computation^-, sdieht-ific* persuas^e, 

^artistic;, V.fteraryv-niuSi'cal ., socia^ 

-service and cleMcak 

' » . -'- . • ♦ • . - 


About 

\ 30 . 
minutes- 


' # 

Scored only .^by 
. ' SRA 


Strong Vocational* 
Interest Blank 
(SVIB)^- . 

♦ 


High. 

School, 
• Co.llege 
Sbeyond 


— \ - — : — — ^■^■""^ — ■ * " ^ 

Professional carejgV ^haice^--'-: -Not Vecommf 
. .1.?- ' • ' genera' 

. V -^^ 


mded for. A( 
- perhap^s- 


\ " . 
fS Group 

specifically). - ' 


Super's Work 
Values "Inventory 


Grades 


' Mjsasures "15 values- rt'igh'ly 'correlated 
with;work^re^er«nce; particularly *iin- 
'portant in .determining i'n^i-vtduals 

'^ -satisfactions and^s.uccess.. in ^h^'s/her- 

' vocation. . \:V 

' (- — ^ r '•^ »ir = — : — — \ 7 : 


minutes 


Scol:ed by test , 
administrator 

3 \ 



VOCATIONAL AND OCCUPATIONAL TESTS 
(Continued) . 



Test 



Grade 
Levels 



Aptitudes Measured 



Time 



Armed Service 
Vocational Battery 



General Aptitude 
Test Battery 
(SATB) 



Sel f-Di rected " Search « 
(Holland) ^ ^ ' 



Grades 
9 - 12 



Grades 



Grades 
9 - 12 



Gor\ion dccupational 
Check 



Grades 
10^- le 



Attachment 14 

Page Two 
Scoring Method 



Measures 5 aptitude areas - general 
technical, clerical administrative, 
electronics, general mechanical, and 
motor mechanical 



12 tt^sts measure 9 aptitudes - learning 
ab^ilityv verbal aptitude, numerical apti 
tude, spacial. a-ptftude, form perception, 
clerical perception, motor coordination, 
finger^dexterity, manual dexterity 



NAssess. persona Lresemblances to each 
of 6 personality types- 



Identifies 
1 ike^to do< 



work activities- s.tudents 



2 1/2 
hours 



2 1/2 
hours 



Scored by test 
administrators • 
immediately. 
Norms: National 
percentile ranks 



Administered and 
scored by U.S. 
Employment^ervice 
or .trained GATB * 
testers. 



t<,Self scored^ 
Self directed 



Keyed to the 
DOT 



-GUIilANtf AND PLANNING TO COORDlii(ATE 
. OCCUPATION^CHOICE^ITH SCHOOL CURRICULUM 

The support of. the participating school is'best activated"* 
by conferring ffrst with the principal then with the\thool 



guidanre department, supervlsor(s) of. curriculum and of course 
.c]i(ss»^m teachers'. ' ' 



J 



The roles of contiguous Al^P5~"''^tr^ort--^^ are yari( 



The principal in his/her admuHstrafi ve posi tioft^n^urge that 
^ * ) 

interest and effort be expended. His/her leadership in ex- 
'^plain.ing and ' supporting the APRS concept is invaluable and 
will set. the pace for the extent of cooperation recei^yed from 
other staff. members including the guidance jJepartment, He/she 
^can also help in student transportation', public relations and 
community support. He/she will reflect the posture of the school 
in promoting and assimilating *this new program. He/she will 
give dignity and status to the APRS system of vocational choice 
which includes the gn-depth occupational study of his/her ov^n 
profession. 

- . / >. 

The- guidance department in most high schools is respon- 
sible, among'other thirigs, 'for advising the individual student 
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concerning hisy^her. course of study and subject scheduling. 

Inasmuch as APP-S will -be an elective,, it is essential ^that - - 

, I' 

'"*^"S(;lioo] counsel ors^^bejiT^ thoroughly aware pf the sequence > v 
*'the curriculum, the work experience aspect! and 'the uUimaite 
employment goals of AR^S". They are then able t9 informatively 
recr^uit interested students and 'Encourage partl'cipation. Their 
assistance in.,Glearing' the way l^or APR§.' ^h.edu>ingMs immeasur- 
ableV Additiohally wVien problems e-ffecting a student ari'se the 
guidanqe counselor will be^ble'to work- wj^-yi the APPS instructor/ 
constructively as part 'of .the APPS team. ^ 

Some APPS st^fSVits will haye^ scholastic problems or will 
have specific instructional n^eds in order to be employed in 
public service.^' It.is"here that'ihe classroom teacher c'an be 
of service. Reading, writing and computattbnal skil-ls;fre- 

* ' ' 0 

e < - ft 

qu^ntly need remediation and/or 'improvement if tha students are . 
to meet the requirements af their^ vocational cboice.. ; Thes§ needs 
are identified in APPS and can [^communicated directly to the 

ait'n 



appropriate teacher for remediat*n or schetlul^-restruiituring, 

' • . ^ ^^^^ 

i 

^ ^ 

Ttie APPS vocational system should •repqfesent a totality "of 
effort from all staff in order' to. best^ ser.ve the students in ful- 
fining their potentials. ' ' , * • . - • 
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- \ * COMMON CORE 

Unique to kPPS i-s thl^ broad spectrum of student ability, ^ , 
Because. of this wide' range in abilities, teaching and guidance 
become somewhat more implex ^than most required secondary school 
^ curriculum. APRS Common Core can. only be successful on ari 
individualized teaching basis. The. demands of. Public Service jobV 
are broad - so it wil,l se.ldom, if ever, be neces^sary to "counsel- 
out" - a guidance and instructional tool "which could be used un- * 
wittingly. , It need not be an "ei'ther-or" proposition only one of 
enrichment and information with variables being dealt with as .they, 
occur in the classroom and in personal counseling sessions, , - 

Some attrition is normal - guidance requires certain sub- 
jective decisions. A teacher^ who ^feeTs s'tudents must complete 
APPS^rt all costs, is denying the very structure of the APRS 
system.- Orienfetion particularly, is exploration .chid the ul- 
timate successful climax going into Common Core ntay be fewer ^ 
students. Guidance i^sorder to maintain class levels should be 
guarded against 'or work experience and job placement may fail, 
choice may become forced, and the program's integrity become 
questionable, ' ' ^ ' , • 
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Having completed Orientation, the APRS teacher will eon- 
elude that students returning for ^Common Core are productive 
and'.automatically adjusted to the program, and conseque^ntly. 



that they will relax and get^down to the basics of choo^ng 
. their Major -Occupational Group. Pragmatic student^, however, 
are concerriecj about being locked ihto life -vocations too soon, 
even though tbis may.be raising^ false spectre. Integrity in 
the classroom, the ability to present all groupings in an equible 
lightv, the'fact that the teacher has personally chosen a Public 
Service profession, the inclusion of speakers from other pro*- 
fessions;,. the fie^d trips to. broaden public service knowl^ge, 
'are all inductive counseling experiences and can reverse this 
fear. The individualized relationship established "fn 'Orieh- . . 
. tation between the student and teachef should be contirTued and ^ 
should be even more effective. * . 

, Additional information, can be of assistance as the student 
becomes more mature ahd his/her attitudes and aspirat4J»ns change. 



Open cofmi'uni cation with other school departments will become «ven 
rtiore important., Effective independent reading programs^ can be - 
set up for the students/ With all of tjie^ other integral .elements 
in place your personal rapport still remains. an irreplaceable , 
instrument for success. • * , * ' - 
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* WORK EXPERIENCE GUIDANCE 
- . , F . 



Community agei?cies provide the^'cul mi nesting acti vit'ies^of ^ 
the-APPS syst^v It is an opportunity fpr the APPS system to 
*demonstj:^e the );^elativity of' education to' the work-world. "As 
the/nhale it should coot^'inate all o*^ the students' learned 
^periences, and to be#'truly valuable, should offer a broad / 

range of choices io the students under the aegis of capable and 
*■ ^ - ' » ^ 

effective -supervisors. The pub'lio "sector can offer students oppor^ 
J .- ' • 

turn* ties-'to 'see' anrf work with people and facilities not availabl-e 

in school. The community 'is where the' work gets done. The APPS 
teacher-fcounselor" is-r-esp'ons.ible fo'r .preparing the^ students fpr ' . 

> ' 

wVere the "action is". Orientation Common Core pnd individual 
counseling should have given them an opportunity to learn., the ^ 
kind of responsiblVit^, ^discipline, cooperative action and inter- 
dependence that are the facts of adult life. ^ ■ ^ 

This d.irects the' attention of the APPS counselor-teacher from 
the quality of the'work-site, which is important, bufis a conUant, 
to the work-supervisor' who is the integral ,1 ink and more s^ubject • 
to " influeni^and guidemce. The work supervisor in the community 
frequently vojiinteers for the- task of supervising arl APfS student 
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eitheY because. of the need for a trainee -or beca-use of a desire : 
^to 'supjjjort the APRS concept,^ In choosing work-sites/ the former 

is ^preferable. First, because the completion of training is more 
-likejy to prpduce/a permanent job opportunity apd secondly becaus'e 



the- needs-requirements W.ill effect fnore positive ani well defined 
skiir traini/g. The agency who ^participates strictly from an 
interest pjjsture should not be discouraged, but the work superr 
visor ma/ need more guidance than the s4«te where a. prescribed 
need a/ready exists. ^ 

' ^/Although 'initfally all job 'descriptions are carefully struc-^^ 

red and then modified to assure complete accuracy, "jt is>el< 
tively easy for a supisrvisor to ignqre the skiTl traiTring i^^here^ 
is no real- work for the trainee to do. Frequently all tt^t 1s ^ 
needed is to guide the supervisor .in ^defining related^4:ills/fn ^/ 
which the student can 4)e trained, expanding the jot^/descr^tion 
and ^optimal ly making the trainee indispensable; /h soloing a x\tw/ 
entry job could be qreated, 



The teacher-counselor 



lor while monitoriji^ work/sites '.coll ^<its 



the Attendance and Progress reviews an/ conf^s with the /super- 
visor and student concerning meeting^ the Af^PS work experience^ 
goals, using the approved job descriptions 95 "tKe guide. Concur- 



/ 
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rently the student Is counseled individually and guiclance is 
^ovided fbr' the supervisor so that they bath can achieve V 
measure^of self^direction and self-evaluation., JhH "mirror" 



^aspect 0^ counseling is one fostered in the APPSsyst^m from 



X 



its Inception. It becomes especially effective , in v/ork expe- 
rience training. Tt^omotes self di-scipline ^nd strengthens 
the students' work attitudes. Self -appraisal Js equally effec- 
tive in training -neophyte supervisors, fhe site evahtetion '.can - 
, be used, restrictiv^ly in this context, (attachment 3)^ Th^' ^ 
' brief s.uperv^isory guide accompanying the Student Attendance and 
Progress report a^lso has indirect supervisory training, (attach-.- 
ment 4). • 

Throughout the APPS ^ erience one shoul^d be mindful that the 
ultimate objective is a pubjriq service entry-level job after gradu-* 
^ atiOTi wifliin the student's occupational *gr(&up. Teacher-guidance 
should constantly emphasize the requirements, attitudes and dis- 
ciplines 'necessary to achieve this as well as "the job skills which 
-are in the pr'ovi-nce of the si)p6rvisor, feut are an APPS training 

and guidance responsi-bilitv. I ^ .. 

\ • ■ 



SECTION IV . . ; 
'the community as part- of the APPS CONCEPT' 



1 



The APPS concept f(as been developed to bring ^oung people 
back into the mainstream of community life through a substitute 
living, working, learning concept in Publi c 'Service vocational 
area^. The list can be lorjg as there are workers in the 
community willing to share their expe^^iences with young p'eople 
who learn by interacting v/ith adujts in realistic occupatiow^l 
settings co6rdinated with- structured, classroom activities. 

Before technology and specialization sent adults to work'^ 
and children to schooV'the change from adolescence ^to self 
re-liance occurred naturally.. You'th grew into family members, / 
citizens, 'and wage earners byt being included in daily a<?tivities% 
They learned about wor\ side by side with thei-r parents in the 
fields, or the family ^tore or in the home. They acquired commu- 
ni.cating and computing skills whil'e-cPC^tually -perfoifming tasks or 
solving" thg problems and were essential Ito the- family's econorfjc 
health. The whole community was their classroom. Living, working 
and learning were not separate worJds. 

• No longer exposed -to that aduj^t world of necessary work, and 
oppo'rtunities to be'itseful^ yt)ung people csn become experience- 
poor 'and. isolated behi nd the ^our walls o.f a classroom. The 
-■community can help alleviate some. of the. restrictive factors. 
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COMMUNITY COMPONENT 
. ■ • OVERVIEW 

• The Federal Government has adopted this defini tion- for Public; 
Service: . . ' ' 

"f^ublic Service Occupations are those occi/pations pursued by 
persons performing the functions, necessary to accomplish the* mission 
of local, state and federal government, excluding the military and 
trades requiring apprenticeship. These missions reflect the'services 
desired or needed by. individuals and groups. • .*and are perfdrmed , 
through arrangements or organizations established by society, nor- 
mally'on. a non-profit basi-s, and usually supported,, by tax revenue§".- 

At the present time appY^xlinately one out every seven workers 
.in the United States is employed in the. public , sector. Employment 
problems following the recessjdn of the early seventies and current * 
/go'Vernmental budgetary planning increase the probability of this 
trend expanding far into'the foreseeable future. Thus a large nlimber 
of individuals must be trained and educated each year to eriter public 
service at all levels 1;rom rural control to the federal level. 

" .It is* important that the quality;^nd effectiveness of Pu^ic 



^Service education be improved. ^ Thts^SMment of the work' force', by 

\ ** V \ ^ " ' 

^ * \ \ * • ^ ■ > 

.sheer numbers, becomes more and moPe influential on the qua"Hty^. of 

life in the United States. 

The need foi^ .an" increased number of worl^r^ has in -turn created ' 
a need for curriculum in the schools whigh will prepare students for 
th^se Public Service career opportunities. The APRS system is exactly • 
this. A curriculum which meets the vocational needs of' Public- Seryice 
occupa*tions" ahd. one which can be structured to Ineet the varying ^ . • 
opportCinities available in the community. 

••■/;. 

The choice of an occupation, public service or otherwise, should 
not be left to random selection or luck^ These methods are far too . 
» costly in terms of monqi^ time, energy and personal fiilfillment^ The- 

4 

APPS Program is based on the premise that a career -in Public Service 
should be undertaken with a thorough understanding of the occupational 
field. This vocational approach to other careers has been time-honored 
'but because of its intangibility Public Service as a vocation has not 
been included in traditional curricula. • 

The choice of a career is developmental in nature, It cannot be 
accomplished all at one time. As conceived and presented, in the APPS 
system, it is a three step process encompassing progressive linkage 
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which includes the. student (the coimitmenf) , the educator (the' 
curricuium) and the W9rk- site (^he cpmrDunityK - 

Appropriate selection of a career requires an understanding of 

w. — • y\ • - - 



not only the fiefd of service but also a realistic comprehension of 
the constant changes in^the public service .needs af the community. ' 




, COMMUNITY COMPONENT 
> . ORGANIZATION 
. C 



The APRS system represents one of vocational educations' first 
. comprehens^lve attempts to-inyolve the community In developing Its 
own publ-lc-service labor pool." Jraditionally. Publig Service, while 
held in high esteem, has been ^the place of employment for etther 
the well educated or for the unsk'Uled whose upVard. m(yb11|ty .vlas 
slow and thus frequently unr^ardihg or frustrating. Secondary- 
education, while dealing skillfully and successfully with -the' trades 
and clerical -training; has seldom stepped out'of its" role of pre- 
parlng^students in the manual skills. .Because the student ma^f' have 
had no exposure, to Publi-c Service jobs; he/she either fell or was - 
pushed Into .these areas with, little 'intereslTand no adaptability or ' 
• skin which could increase his/her upward mobility. 'A high turn- ' 
over rate is-1nherent to, this lack of preparation. 

•• flfhus APRS addresses ifsel'f to the Community and Its involvement. 
• Without the community there' would be; of course, no need for APPS. . 
This most sensiti-ve area," affecting the live§ and' well-being of our 
Entire -population" has' suffered most from -"benign neglect". 
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So» of course, the community must be Involved from the eirllMt 
planning through permanent jobs for prepared students, 

-in the ftVst stages of organizational planning; the definecl.wor^c 
sitesare contacted and included in the curriculum throughout the* 
program. * / ' ^ 

I^PS accomplishes Ihis in four ways/ First*. -by visiting Public 
Service employers to gather information,, assess their needs and solicit 
their cooperation. This visit ts useful in establishing commynlty work- 
ing relationships^nd tailor^ing the APRS curriculum to ^"fnclude some of 
their expectations^. In short, it helps drav/ together a labor mdrj<et . 
profile for local public service entry-level jobs. Second; Public; 
Service employers will provide resource materials and speakers to acquaint 
the studen^ts with their own skilU, stimulate the students* curiosity 
and reinforce their knowledge. Third; supervisors from l^ubllc Service 
'work-sites should be Included irr the composition of an APPS Advisory . 
Coriimittee on"*»d rotating basis. U\nd last',^but most important, after 
the APBS prepared student has cpmpletecf Orientation and Cotftmon' Core, 
the. Publi^ Service Sector will tie familiar with and knowledgeable bf**he 
students* abilities and goals. Throughout the^community will flow train- 
ing jobs which will eve.ntually lead to permanent entry-level jobs re- 
quiring experience and/or the ability to pass the tests desigjierf to ^ 



assess the trainees competence and qualificattons, * ' , ^ 

Typically,' ngcruiti^g APRS jobs requires much community contact. 
Mindful of this,. APRS includes at least two members at large from the 
community on its Advisory CommHtee. These jnembers should be chosen 
from persons whq have demonstrated community i^royement^^terest in 
general and the' vocational progress and development of young people 
'in particular. They should be selected from Citizens who have'shown 
"a desire to retain the ''commuaity 's young talent versus their drspersal 
into other, communities^ because of a lack of jobs in their home commu- 
nities. APPS, in action, will find its community component, coopera- 
tivi^, creatyi^e and a nucleus for further development and progress. 



COMMU>|ITY COMPONENT. 
MANPOWER ■-. NEEDS 



.•Because of the significa.nt growth of ^public service ;jobs dtiriVig 
the last decade, Xhe APRS teacher should havfe a^ finger on the pulse, 



of the xoimunity at public servT)ce personnel levels within ^commutingy 
distance. Many of the'slots in county an^d trtty jobs are filled thr'ough 
mer'it* systems requiring testing and/oir experience. Federal Civ^l Ser- 
vice and Geqrgia State Merit System jobs have similar requirements. 
Work experience, through APRS, ^frequently results in waiving paif^t of 
probation periods and prepares the student for required testing as 
\^11 as ifirovlding reinforcement^jirough additional educational experiences 
sucja as conferences', semihars and the use of related reading and visual 
^materials. Jhe^ personnel officers of these^ agencies prove highly co- 
operatlle in releasing print-outs of available -jobs. Federal Civil Ser- 
. vic^bulletins and The Georgia Merjt System Directory describe needs on * 

federal and state level^s and are available through the U,S^ Civil Ser- 
. J, v>^'Commisfipn and the Georgia Merit, System of Personnel Administration 
. i. Offices. The Georgia State Employment Service is an excellent (fommunity 
source of jobs also and newspapers carr^ community jobs which must be- 
advertises by-law. tntry-1eveV jobs can be identified frojn th$ job - 
descriptions and used as models for Orientation and Common- Core and 
the information^ will help Tocate areas ^of potential public service 



hiring for stude 



n;t^rain 



ees pireparing for the work experience component. 
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' Labor^Market* ^needs , community cooperation and students^ expec- 
'tations arfd aptitudes can/be in opposition, ^he APRS teacher may be 
required to reconcile Employment needs with student fulfillment, 
"Keeping current with Labor Market trends through 'community resources 
can prevent disappointing^ students or" preparing them for non-existtng 
jobs in the community while sti^-ll maintaining ^tlie validity of their • 
major occupational interests. ' ' - 

The following graph shows^with clarity the projections^ for 
employment of high school students 'through 1980. It is of importance^ 
to n/lf^that those most easily employefl are those who have had voca^- 
^?ional'^educati6n courses in high school. This primarily incorporates 
manual or clerical training. APRS programs could raise vocational 
percentage by the inclusion Qf public service jobs* ■ 

• I . 

The' bottom line of the entire APRS concept is entry-level jobs ^ 

♦ 

in public serviceffor students. The bar on thp graph can^be, raised . 

substantially thrdJ^h community cooperation. Business, industry^ and 

% • * " 

the quality of life in^the comiuunity will benefit economically, inteV 
lectual ly arjd mora'lly from the inclusion ^f additional vocational 
Hemplovment> . : 



Attachment: Graph . , 
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COMMUNITY COMPONENT • \ « 

A SEl,F FULFILLING PROPHECY 

■ >^ 

E 



Since the community is goverr^ed, servyced and enriched by Public 
Service jobs, it is not merely important ;/but crucial that the commu- 
nity involves itself In the implementatipa of^ the APRS system. Let 
us- examine some thrusts: ^ ^ " \ 
% 

Community as defined .in Webster's Student Dictionary is "an inter-, 
acting population of various kinds of individuals in a common location". 
Commoii good or common interest is included by irftpli cation if not by 
definition through "interaction". ' • ^ > 

J- ^ . ^ ' 

'Youth should be included in tfiis litteraction. The more purpo'se- 

fully young people are drawn into the community, the more they are 

encouraged to interact positively with the establishment, the more 



'likely they will be to identify and.prdtect their interests, prior^ies 
and futuHe in it. Many of today's young people"^ leave their^ communities • 
wi,t^reluctance and°while we do not sug.gest that a-population must be. 
static; we do believe in choice - that 'our young people should be 
for6ed to leave their communities through lack of opportunity is patently 

unf»ir to them and counter-productivQ to the area^cojjfcerned, 

* ' • * ' 

APRS has provided /lot only the student wi'th choices, but also the 
community, so-that roots may be established and maintained through common- 
ality. ' •• . ' 
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*^*JNTRODUCTipN TO APRS INDEX Qf 'OCCUPATIONAL TITLES 

■ Secti/n v 



' APPS has included in its operating procedures a brief summary 
^ of applicable job descript/ons which have been modified from the 
U.S. Department of • Labor /Employment Services Dictionary of 
Occupational Titl^ . Al.l are Public Service oriented. The job 
' .ti-tles were chosen for their universality and availability within* 

most'communi ti-es. They have teen adapted to entry-level or 
/ trainee status. Approximately 25% of the job descriptions have been 



modified to meet the spepif ic&tions of active or potential work- 



sites. • - ^ ♦ ' ' 

This index-'fs arranged both alphabetically and according to ^ v 
Occupational gr;c5Upings for^the instructors' convenience and ready ' 



reference. 

The dir^dtjons for using' the Dictionary of Occupational Titles *^ J> 

are fdiind in Volume 1, pages XV through XXIV and Volume II, pages 
V througK VIL,. The 1976-77 -Edition of the Occupational Outlook- Hand- 
bpok was utilized as an , additional' resource. Job descriptions from 



the Gwinnett County Personnel Officer^were also referred to' for 
soine job descriptions. 



ERIC 



Index of APRS 
'Occupational Titles 




Occupational Title 



Page Number 



Air Pollution Aide. 

Animal Keepers Aid^ / 

Canine Control A^/le 
Child Care Aide 
Community Services ^ide . 
Community Workfer Aicfe* . » 
Conservation Aide . . . 
Corre.ctional /Aide . . . 



« « « 



Deputy Sheriff's Aide 



Draft^an 'Aide (MappingJ, ......... 

Employment Aide . . ^ ; . 

Family .and Children ^Services Aide 

Fire Protection Aide. . \ 

Fish and Game Warden Aide . 

Food and Drug Inspector Aide 

Forestry Ai'^de ^ . . . i . . . • 

"4-H Club Aide . . " 

Health Services Aide. . . . 
Historical SiteA'ide.., . 

Instructtonajl Aide 

Library Assistwfes Aide . . 



120 
121 
122 
'133 
134 
135. 
123 

na , 

112 
131 
136 
137 
114 
124 

116 •, 
125 

105 ' 
13B 
107 ' 
104 
106 



Occupational Title * Page Number 

"Meterological Aide ... 126 

Park, and Recreation Land Technicians Aide , \ 127 

Police Dispatchers Aide ,115 

Psychiatric Aide. .\ .139 

Psychiatric Case Worker* Aide 140 

Public Health Aide • • •, • , .... 141 

Recreation Leaders Aide\ . . . 142 

Regional Planners Aide 132 ^ 

Social Services Aide . . * .r-. ....... 143 

Soil Conservation Aic^e . ^ . . . 128 

Student Aide (learning 'Disabled) . .' 108 

Tax Assessors A.Tde .117 

Teacher^ -/\ide (Elementary). W ''^^ 

Teachers Aide (Pre^^School and ' Nursery) . . , 110 

\f' ^ . ' ' ' 
J Tour Guide Trainee, . t . 111' 




^Vital;Stati''stics^Aide .. . \ . . . 1-18^ 



'" .Waste Water Treatment Operator's Aide \ .... 129 

^ - ... ^ ■ I 

Water* Pl,«nt Operator's Aide , ; . . / ,^ . ; , 130 

Weight^ and Measures Aide ' . ......./''. 119 



/ . Educotionol Services 

*^ Developing individuo^ competencies 
\ and intellect. 



\ / . « (Educotion 
cies i I ' ■■ C^ibrgries 
J - (Museums " 



Educational Services 

4 



Page 



Instructional Aide ^ ' . . .104 

4-H Club Aide. * ^ ? .... 105 

♦ Library Assistant's Aide ' .... \ 106 

Historical Site Aide. ' ' * .107 

Student Aitle (Learning Disabled). . . . ^ * . . . . . 108 

Teacher,s' 'Aide (Elementary School ).,.^ 109^' 

Teacher's Aide fPre-Schobl or Nursery). ... ^ .. ....... 110 

Tour Guide' Tra/nee \ ... Ill 



Public Sofety, Corrections 
ond .Judiciol Services 
Protecting human ond property rights, 
QS well QS resolving r^loted (^nfltcts 



-(Low Enforcement 


) 


■(Fire^Protectton 


) 


<CourlsH 


) 


-(Corrections 


) 


■(Proboticm S Porole 


) 



Public Safety Corrections and Judicial Services 

Deputy Sheriff Aide .112 ', 

Correctional Aide . : • • 

,Fire Protection Aide 114 

Police Dispatchers Aide % ^ . 115 



- 101,- 
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Requtotofy Services ond Records 

Organizing ond monaging the regulatory 
functions of locol» stote.and federal gov-/ 
ernmental agencies ond organizotions 



- (Toxation 
- ^Pubhc Records 



- (Inspection 



■" (Examination 



■ ^Licenser 



■ ^Census 



-(Customs 8 Immigration j 



Regulatory Services arW Records 



Food and Drug* Inspector Aide, 
Tax'A'ssessors Aide 



Vital Statistics ^de . , 
, ^Weights ar^ Measures Aide, 



Page 
.116 
,117 

ins 



.11! 




Resources Morfbqement 
Preserving, managing and restoring 
natural, ond/or manmade environments 
within the public domom 




■n CParks 



-n CForests^ 



(Conservatio n 



■ ^Fish a Gome 



■ (Agricultu re ) 



J 



(Poltut^ion Control ~^ <y^ 



' ^ . ■ - ^ Resources Management ' ' < 

' . ■ Air Pollution Ai^e ^--'S *1 '120 ' 

^ "Animal Keeper ATde . . . ' r-. / . 121 . 

Canape Control Aide. ^^^> ... ' • . . .^^ . 022 

Conservation Aide. M \* . . . 123 

, Fish andcGame Warden Aide (Conservation)' . . . ✓ 024 *y 

Forestry Aide. ^ 125 . 

Meterological Aide 126 

Park and Recreation Land Technicians Aide ' • ' . 127 • 

Soil Conservation Aide . . : • ,128 

Waste Water Treatment Operators Aide , ^ . . 129 

Water Plant Operators Aide . . . 130 
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i 




J Rural, Urban ond 
C ommunity Development 

Planning and orgonizmg vonous 
elements for orderly growth 




>- (^Commuhtty' Actton 



^Plannmg 



■ ^Building 8 Zoning ^ 
- ^Acquisttton ^ j 



Rural, Urt^n and Community De\te1opment. 



Draftsman Aide (Mapping), 



Regional^ Planners ?\i(*e. 



Page 
.131* 



'.132. 



SbcToTond Economic Services 
Increasing opportunities /or sociot ond , 
cconqrnic beHerm^nhomong the depn^d.r 
the dtsodvontaged, the underemployejd,^ 
ond the .unennployed 



-("Counselino • 


■ ) 


— TAssfstonce. . 




— (^ehabililotion > 




— TEnjDloyment ) 



Social and Economic Services 



Child Care Aide 

Commum'ty .Services Aide-. . . ^. 

CQlnrtiunnty Worker Aide- 

Employment Aide ...... * . . 

Family an^ i^hildren Services Aide 

fiealth^Services Aide . 

Psychiatric' Aide. . . , 

'PsychiVtric^'Case Worker* s Aide. . 
Public Health Aide. 
Recreation Leader's Aide'. . . . . 

Social Service 'A^ide . - 

4-H-C1ub Aide ^. . •. . .' 



,133 
,134 
,135 
.136' 



,.137 



. . .138 

. . -.139 

•. . .*.-140 

. . ...141 

. .• . .142- 

. . .143 

. . . .105 



V 



\ 
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11) 



Site Location ^ . Contact 



Telephone 



f Student Placement 



INSTRUCXIONAL AIDE 092X228* . " • / 

* • 

1- vAssists in .jnaintaining o»*^er on playground', cafeteria. and class 
room as requested. - ' 

2. May assist in planning and> j)resentinq such subject .material as 
social science and physical science.** " 

3. May t)pe rate -audio visijal aids. 

' 4. "May aid in cra^t anci [\andwork activities. ^ ^ / 

5. May be responsible for orderly s'torag^! of -equipment. - , 

* 6. May take roll and record attendaitce. • ^ 

'p ' * I ' ' 

"7. May assist individual pupils in specific skills on a' tutorial 
basis. 

8. May aid in checking workbooks , -etc. 1^ and recording data 

• 9. May make appointments for teacher with parents by telephone. 

!^ 10. Win perform other tasks related to this occupation as- requested. 

Additional ^ - [ . 



*Note: '7" is used in- place of the ^ecima-1 in 6ccupational code to 
denote that trainee is not fully qualified to completely 
perform any job in classification' but has qualifications -that 
make him/her partially qualified. This allows trainee status 
withirrthe occupational title. 

**This segment is added at;supervisor*s request anxi in this respect 
it differs from I'teacher's Aide" (Elementary). - . • • • 
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Site Location 



Ccfntact 
Telephone 



Student Placement 



4-H CLUBjftlOE 



095X128* 




1. Assists in recruiting for club members. 

2. May aid in surveying community^&r\d individual needs and interests. 
3^ May help procure and distribute\materials for'use in sewing, 

wood working, photography or other! interest , areas. 

4. May participate in, gatl^jring mate^ri^ls and information for use 
in livestock raising. 

5. Ma-y assist in u\e of visual and aulli^, aids. 

6. May be responsible for orderly filing and/or storage of 3-6\ 

7. R^r.ticijDates in tasks related to e)^hibits, events suchv^as 
State .or County Fa-irs and other incjentive and recognition 



programs. 



V 



8. Assists, as requested, in other tasksi relevant to thjs occupation. 
Additional: ' * 

__ — _{ . : 



*NOTE: "X" .is used in place of the decim'^l in occupational code to 
denote that trainee is not fully qualified t6 completely 
perform* aoy job in classification but has qual ificafions 
that make him/her partially qualified. This allows trainee 
/ %tatus within the occupational title. ^ 
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11.9 



'Site-Location . ' Contact: 



Te1eplj( 



one: 



[^^ - Student P1acemen^_ 



LIBRARY AS^SJANT'S AIDE 249X368*' ^ • ^ 

(May alsO;be designated as: book loan clerk; circulation clerk; 
desk attendant^' 1 ibrary«help?r). ' ^ 



1. Will aid in housekeeping duties such as dusting books, shelves 
and unpacking or packing library materials. 

2. May €ort and shelve books according ,to* the established system. 
" 3.\May inspect returned books for damage. ' . ^ 

4. Ma3^ became^ responsible for orderly filing according to system 

5. May .repair books and library materials using tape, paste and 
brush/ ^ 

/ 6. May answer inquiries of norT-professional nature on telephone 
-or 1n^ person and refer persons requirir^ professional assis- 
tance to librarian. ; - ' 

7. May aid in sorting books according^ to classification system 
and returning them to shelves, files or 0ther storage. 

8. ^*May compile list^f overdue books.. ^ 

Additional : ^ . 



*Note: "X" isused in^place of decimal in occupational code to denote 
that trainee is not fylly qualified to completely perform any 
jpb in classification but that has qualifications that make 
him/her partially qualified. This allows trainee status within 
the occupational title. ^ 

. 1.20 . , . 
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Site Location 



HISTORICAL SIT£'AIDE 



0S2X038* 



Contact 



Telephone No, 



Student Placement 



1. May assist ih activitXes of state or local' historical society 
as directed. 

'2. ^'May assist in conductinei historical research. 

3. May organize and file reports, research .ma-teri als and pubUca- 

tions. ^ \ y . . % 

' ** . 

4. May assist in editing written materials. . 

*■ , - ^ 

5. ^ May assist in assembling and displaying historical materials 

'\ * to insl^re preservation and availability t^o the public, 
.May assist' in acquainting public with the society and Its 
collections. * • * - » . 

7.. May solicit memberships* promote publication sales and encourage 

interest in historical preservation. 
8. 'Will ^rform related tasks such as dii^-ing or cleaning historical 
properties as requested and under direction. 



6. 



Additional : ^ 



''Note:.. -"'X" is used in ftlace of the decimal in occupational co'de to 
denote that trainee is not ful^y qualified to completely^ 
perfornt any job in classification but- has qualifications 
that make him/her partially qualified. .This allows trainee 
status within the occupational title. 
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Site Location . Contact 



TelephotlB'No, 



Student P^lacement 



TEACHER AIDE (Learning D-isabled) *094X228 

(To be designated as) • . ■ . 

STUDENT AIDE (ungraded) ' . . - 

1. May aid teacher in pupil assessment within the bounds of 
confidentiality. , ' ' ^ ^ 

2. May aid in arts and crafts "and physical education to develop ^ ' ' 

' interest and abilities. ^ * • 

f 

3. May aid in manuaVskills and coordination activities. ' 

4. May participate in observati<)n for the purpose of testing 
or behavior progress as, deemed suitable, 

-.4 

5. May e^bi^dinat^ and she-lve or file relevan-t library, audio- 
' visual ''Bids , etc. ' " ^ ' 

6. Will aid'/as requested, in maintaining a- safe, pleasant, and 

' r. . » y 

orderly facility. - ' , , ^ ^ 

Additional:' Will 'assist in teadiing, usually on a tutorial basis, 
WilV assist in arts and crafts, grooming and take responsibility ' 
' ffl^ pr esentations in these'"^areas. ^ i - 

*Note: • "X" is used in place of decimal- to denote that trainee is not 

fully qualified to completely perform anyj"ob in classification 
'but that-he has qualifications to m^ke hirji partially qualified. 
ThU allows him to have "Tr,ainee"-status within the occupational 
• title. - ■ - • ' ' 
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122 



Site Location . . >i'^ • Contact 



Telephone? 



Student Placement 



tEACHER*S AIDE (Elementary) 092X228* ^ ' / 

V. May aid in maintaining order in classroom and on the playground. 

2. ^ May aid in correcting^papers^ and recording results. 

3. May a,id in setting up and operating audio-visual equipment, . 
/ y 4. May take attendance and record it under direction. 

5. May assign lessons as requested 



6. May give tutoria.l services to fnBividual students as assigned 



;o^*Tri^i( 



'(within the ,cl assroom), 
in a^rrrfnii 



7. f^^ay^aid in adfiHnistering iipd monitoring tests. 

8. May assisl in maintaining order in lunchroom.* 

May distribute teaching matei^ials, such as books, art supplies, etc. 

10. May aid in housekeep^\ng duties relevant to a clean and orderly 
classroom. 

• * 

11. .Will perform other related tasks as requested. 

Additional: Will assist in teaching science and^art. 



T 



* ^*Note: "X" ,is u.sed in '.place of the decimal in occiipational code to ' 
V, ' f<lenote £hat trainee is not fully qualified to completely 

: ' perform any job in classification but has qualifications that , 
' make him/her partially qualified. This allows trainee status 
within the occupational title. 
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f , 



site ideation 



Contact 



Telephone No. 



Student Placement 



TEACHER'S AIDE 359.878 
(Pre-Schbol or' Nursery School) 

1. May aid in ,organizing^and leading activities of prekindergarten children. 
_2. Helps children' rei^)ove outer garments. 

3. 'Organizes and participates in games and other recreational actfvities. 
. 'Reads to children and may^aid teacher in activities such as finger 
painting, music, hand work, and similar activities. 
'5. May help while children* are ;eating, resting and toileting. 
^ (regulatory) ° * 

6. May help children develop habits of self-care. 

7. May .serve food or refreshment and help regulate- rest periods. 

8. Will aid,* as requested, in maintaining a safe, pleasant and orderly 
facility. - . . . 

Additional . ^ 



K 
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ERIC 



no 
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Site Location ; i Contact: 

* .s 

Telephone: 



Studejit Placement: 



■ - • \ ■ ■■ 

TOUR GUIDE TRAINEE *353X"368 - \ . 4 ■ 

^-f^tate, Federal or Local Installations - Historical Preservation Sites,, etc.) ' ■> 



ERIC 



\ 



1. May escort a group of "people through an establishment such* as 

k • ' ' ' • 

a museum, aquarium", public or historical building. 

2. May escort a grbu|j of people thro'ugh an historic o'r scenic 
outdoor spot such a°s a battlefield or cave fallowing a speci- 
fied route. ' - \ 

3. May learn to point out features ot interest and give otRer 
informational data peculiar to the site. , * . ; 

^ 4. May assist in answering questions- and distributinci brochures. 
5. May aid in assuming responsjjyility for/the safety of ;the p^^y 



6. May collect fees and solicit patronage. 

7. Will perforin, as requested, other* tasks related tp thisTjob 
* classification. , . . 

Mditional: 



*NGte: "X" is used in the^place of decimal in occji^pational code kb denote 
that .trainee is not fully^'qualified. to. completely .perform any job in , 
classification but has qualifications that make him/her jDartially quali- 
fied. This all ows^ trainee status wilhin ther occupational ti.tle. 



lib 

12^ 



'Site Location 



•DEPUTY SHERIFF AIDE * .377.868 



Corbet: _ 
T'el'e phone'; 



Student-Placement: 



is* 



1. May aid in preparing arrest records und.er supervision. _^ 

2. 'aid iry processing 'arrest records.^ • 

3. May aid in other recording and. reporting procedures as assigned. 

4. May file or catalogue such r^Tevant materials as ftnger print 



( 



records, arrest records, etc. 



5. May aid in receiving and recording calls for police help (switch- 
board}, w ' 

6. Will perform oth?r. tasks as requested pertinent to this 

• occupation'or the operation of this office and in accordance 
within pre-established safety procedures. 



Add-itional 



f 



/ 
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Site Location 



CORRECTIONAL AIDE 372X868* 
(Physical Examination Required)' 



. 'Contact 



Telephone 



Stfj^dent Placement 



May aid in guarding prisoners in stati,&n-jh<^e^cir municipal jail. 
May a'id in responsibility for needs of 'pn'slJri-CTS detention. 
May aid in bo'dy search for weapons^, valualiles-jsr drugs. 



' 4i May serve meals to prisoners. 

5.. May obtain medical aid if needed. " ^ . • ' 

, 6, May aid in preparing arrest records identifying prisoner>iicl 
ctrarge against him. » • , ./^^^h] 

7, May aid in preparing prisoner's food". ^ 

8, May assist in general housekeeping duties. 

9, Will perform other tasks, as requested, within this^jdb class- 
ification. r ^ ' 

r • 

^ Additional : 



*NpTE: 



"X" is used in place of the decimal in occupational code to 
denote. that trainee is not fully qualified to completely 
perfoV'm any jo'b-n'n -classification but hhs qualifications that 
m^ke him/hec~ partially qualified. This a,nows trainee status 
within the occupational title. ' 



ERIC 
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J . 



Site Location ■ '. ' Contact 



ERIC 



Telephone No, 



Student Placement 



FIRE PROTECTION AIDE 169X168* 



"••May aid in compiling and coordinating materials on fire 
J . prevention and control . . » . . • 

. V - ' ^: May observe during inspection- of forest areas and oth^ areas 

of high risk or hazardous condition, 
' 3. May aid in compiling 1og(s). ^ 

4. May participate , in maintaining (non mechanical) fire fighting 
, . ' -equipment. 

5. .May learn first aid techniques especially as they apply to fire 

victims (i.e. burns^ falls, shock, etc.) 

^ . , 6. May ^id in preparation for emergency calls. ^ . • 

7. Will perform other related tasks as, requested that are re-lavanf 
I . ,. - 

to this occupation and .within pre-established safety rules. 



Additional : 



*NQTE: "X" is used i.n place of decimal 'in occupational code to 

. denote -that trainee, is not flilly qualified to completely perform 
any, job in classification but has quaWi cations that make him/ 
her partially qualified' T^is allows tteaynee status withiji 

• . . . the occupational title. 
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Si\te Location 



Contact 



Telephone 



Student PI acement 



POLICE DISPATCHER'S AIDE 379X368 



1. May receive and relay complaints from* public concerning police 
emergencies and crimes. \^ 

2. May broadcast orders to police radio patrol units in vicini tyy ' / 
to investigate complaint. 

3. May relay instructions or questions from remote units. 

4. May record calls broadcast and complaints received. 

5. May relay calls for fi re ambulance and other emergency 
equipment. ' ' 

6. May be required to coordinate calls and relay instruction^ to 
radio concejrned. , 

7: .Will assist in other tasks related to this occupation as^'requested. 



Additional : 



*Note: "X" is used 'in the place of decimal in occupational code to 

denote that trainee* is not fully qualified to com*pletely perform 
any job in- classification but has qualifications that make 
him/her partially qualified. This allows trainee status within 
•the occupatic^nal title.- . 
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Site Location f - Contact 



Jelephone No, 



Student Placement 



FOOD AND DRUG INSPECTOR AlDE 162X287* [ ^ ^ 
(Any regulatory- area such as meat, fish, cosmetizes, etcj 

1: May aid in inspecting establishments where food, drugs^ cosmetics 
and siniilar consumer items are manufactured, handle'd, stored or 
•sold to enforce legal' standards of sanitation, purity' and grading. 
2. Visit specified establishments, with supervisor, to investigate 
. sanitary condi-tions and health and hygiene habits of persons 
handling consumer products. 
3.. May collect samples af products for bacterial and chemical 
• laboratory analysis. 

4. *May give out specific regulations to establishmemts, as directed. 

5. "May destroy product subgrades. ^ * . 

6. li^ay gather reports and record evidence to.'beuse^t for prosecutidn 



of violators.. ^-y^' ' \ 



7. May check to ascertain t|iat required licenses and permits have 
been obtained and are displayed'. . ^ n 

8; Aid in preparing reports on each establ ishment .visi ted includin^f^' 
fi.ndings and recommendations for action. . _ ' 

9. May aid in grading products according ta^ specified standards. 
, lOi May assist in using test equipment such as ultrayiolent lights,* 

VK Will^perform tasks, as requested, related to this occupation* 

'*NOTE: *'X".is us^ed in place of the decimal in occupational code to 
denote that trainee is not fully qualified to completely 
perform any job in clasaif icStion but hai qualifications^ that 
make him/her partially qualified* This allows trainee status 
within th^occupation^^title. ' % \ • ^ ' 
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Site, Location 



Contact 



Telephpne Number _ 
Student. PI acement 




TAX ASSESSOR'S AIDE 

r, r 



188X188*- 



Become familiar with Gwinnett County mapping;and filing system. 
2* 'Through the use of tax maps and proper record c/rds be able to 
^locate specific property as to ownership. ' \ ^ 
With guidance from Chief Appraiser measure improvements situated 
on specific parcels using simple arithmetic calculating s^are 
footage value of subdivision lots. - 
Through. the use of tax maps and depth charts arrive at ^front 
footage value of subdivision lots. , 



on acreage 

r 



5. Using sales data arrive^at front and back acr^e rate 
' tracts of l-SniA . ' ^ ^ * 

6. Using all of the above arrive at tax value of property at ^ . * 
"Bd valorem" values. , . . 1 ^ • ^ 

7. Draw sketches of residential, commercial and •industrial ^improve- 
ments, to scale,, on property record cards showing dimeDSionZ-therepn. 

8. Assist tax assessors j*n other areas when calLed'upon. 



Additional : 



^0t 



\ 



o 

ERIC 



*Note: "X" is used in place of the DOT decimal to denote that the^ 

trainee is not fully qualified to completely perform any tjob* 
in this classification, but 'that she/he has .qualifications that 
make him/^er partially qualified. This allows him/her to * J 
'have trainee status within the occupational title. - 
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: . . Site 

• 


Location ' ' Contact 

- _ . ; Telephone No. - - 

> 

' " . ' Student Placement 

* > 


■ ■ r . ■ ' , . . ■ . 

' VITAL STATISTICS" AIDE 188X168* 


(Strong mathematical aptitude*). , ^ ' ' ' " 








1. May learn and use procedures for registration 'and certification 
of berths, marriages, diseases, etc' ^ 




2. May become familiar with' compiling statisti^:al data such as births, 

* It 

deaths, marriages, incidence*of various diseases apd supplementary 


* 


material: , * . * 

3.^May aid ir^^ collecting, recording and the tabulation of vital / 

' ' • / • ^ 


f 




statistics. , 

4. May assist in implementation of special statistical studies . j 
required by State government. . , - . * 

5. May learn, under supervisign, procedure for converting raw data 




\ lilLO bLaLlbLlCai TOrm. ^ 

' t . . 


* 


o. nay abbibu in yytneriny uciLa Tor speciai stUQies requested by 
1 ey*i s 1 a Lure , ana oineir inLeresLea puDiic or private groups. 

7. May become'^knowledgeable concerning acceptable analysis 

procedures. • ' ^ . 
»8. Will perfofm^other tasks, as requested, relevant to this ' * 
o'ccupation and the orderly procejiure of i ts ^bysiness. 




Additional: '"^ , ' 






*Note: "X" is used in 'place of the decimal in occupational cpde to 

denote that trainee is not fully qualified to completely ^ 
(v^j, . perform any. job in classification but has qujlTfi cations that . 
• ''''^ make him/her partially qualified'. This allows trainee status 
within the occupational title. ' . ' 
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Site Location 



WEIGHTS AND MEASURES AIDE. 
(Math Aptitude Required^ 



4> 

168X287 



• Contact 



Telephone 



Student^Placement 



2. 
3. 
4. 
5. 

7. 
8. 
9. 
10. 

11. 



May afd in inspecting and testing retail s<:ales, meters, containers 

and other measure to protect public against fraud ordefective equipment. 
♦ . ' \ - . ' ' „ 

May place standard weights on sca>es ,to verify, accuracy. ' 

May fill 'containers with pre-niealsured. am'bunts-to verify their capacity. 

May aid in checking prepackaged/merchandise Jo verify label weight. 

May aid in testing fluid measuring meters- s^uch as gasoline pumps. 

May aid in verifying linear Measuring devices using approved tape. ^ . 

May aid ir> using s.tc)[i watch and mileage meter to, verify taximeter p""" 

" / * / '* * • *' 

May assist .in adjusting and/ calibrating faulty measuring tools. 

^ S- / / ■ ^ ' ' 

May record findings as directed. 

May aid in coordinating reports of findings, actions taken and/or 
recommended. 

Wtll perform other tasks /reflevant to^this occupation as requested! 



Additional 



^Nofe: "X"'is used in th^ ilace of decimal in occupajbidnal code to 

denote that traih^ is not fjflly qualified to completely, perform 
. . any job in classiflication h[A has qualifications that make , 
him/her partially/qualified. This allows trainee status withinV 
.•the 6ccupationc|/l /title. ' . ' ' ^ 



ERIC 
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133 



Site Location Cont|£t 

^ " Tejephon^ No, 




Student PiVcement 



ERIC 



/ 



AIR POLLUTION AIDE ' 012X281* 



1. May assist in analysis of air in industrvaV establishments of 
other work areas to determine amount of .suspended foreign 
particles. . 

2. May aid.i-n checking effectiveness of control methods, using- 
dust collectors. • " ^ 

3. May aid in operating .dust collector apparatus that precipitates 
dust on tubes, plates electrodes or in flasks. 

4. May- weigh or otherwise determine amount of collected particles->. 

5. May assist'in comparing weight or particle weight with air volume,- 

6. May learn to complete percentage of .concentration per tubic foot 
of air tested mathematical and/or chemical formtr+asr-*^ 

7. May^id in prepa/ing summary of findings. * \ 

8. May record other related data.- . . * • 

m 

9. ^May help. In preparing reports recommending jpemedial measures, 
>10."Wiir perform other tasks, 'as requested, .relevant to this 

occupation and=the orderly procedure of its work. * 

■ • ' ' ^ 
Additional: / 



.*NOTE: "X" is used in place of the decimal in occupational code to 
^. denote that trainee is not fully qualified to completely ' 
perform any -job in classification but has .qualifications that 
make him/her partiall/ qiraTified. This allows iralnee status 
within the occupational title. 



- 1 20 - , ^ . 
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Site Location 



Contact^* . 



Telephone 



Sludent Placement 



ANIMAL KEEPER AIDE 356X874 

(Under established safe^ regulations^ Check insurance of agemfy 



1. May' feed, water dnd clean animals under direction., 

2, May clean and sterilize cages and quarters. 
May.9bserve and report sick animals and birds. 

L May assist in prgvijjing mi nor medical treatment or in dispensing' 

medicines. " 
5. Majl assist in bathing, grooming animals and in utilizing in-* 
secticides.- * . j - / 

assist in keeping recorJs of any of the above', 



5. /j^ay 

7. May assist in the [xibTic, relations ' "activities of thfe organi- 
se ' 

zattDn., r 



-. 8. . Win cooperate, as requested, in any otlier tasks related.to this 
occupation subject to the establilhed safety rules. 

Additional: ' '. ^ ■ • ' '' — 



ERIC 



*N-ote- "X" is used in place of decimal to denote that tVaViee ^[s .not 
' fully qualifisf'to completely perform any .job in classification 
but 4hat he has qua! ificattons to make him partially qualified. 
This fillows him to have." trainee "status withiR the occupational 



title. 



Site Locatien 



Contact 



Telephone 



Student Placement . 



CANINE CONTROL .AIDE 



379X878* 




5; 

6. 
7. 



4. Assists in capturing and impounding iinlicensed, stray or uncontrolled 

animals. ' * ' . • , ' 

2. Snares animal witif net, rope or device. 
3/ 'Places animal fn cage of truck uiuler super\Aision. 
4. May drive. truck to shelter, • ' 

May assist in transferring animal from cag^to enclosure, 
J^upplies/ood and water ^to detained animals. 
May gi^r personal, care^ to animals. 
'8. May assist in^investigating complaints of aqimal bites, 

9. May examine dog licensees and rabies tags ^for validity and issue ' 
warning^^ -summonses to derlinquent owners • * 

10. 'May aid in destroying unclaimed or rabid animaJs, 
ir^ May assist animal "adbp^ion *area, 

12. May assist in -maintaining, file on number of animals and'dispositiort 

'\ of eabh. V . » ♦ , 

13; M§y aid^in housekeeping duties inherent to the maintenance pf a * 

. clean and orderly facility. 
14* Will perform other tasks,^s requested, relevant to this occupation. ' 



Additional : . 
if 



♦Note: "X" is used in place of j;he decimal in„occupational code to 
denote that trainee is not fully qualified to completely ■ 
?? perfon/'any job in classification but has qualifications that 
makeHfim/her partially qualified. " This allcfjys trainee status 
within the occupational ti'tle. ' ■ • - 

^ ' - 122 - 10^'' • ■ 



Site Location , » ' Contact 



Telephone j 

Student Placement 



CONSERVATION AIDE 406X1^8* 
, (Plants^ trees, and flowers,) • 

1. Aidsjifi propagation and growth of trees, shrubs and flowering 
plants. / 

' 2.> Aids in determining kinds and amounts of pfants to be grown 

using, training skills concerning plant germination, soil content, 
growing *habits of plants and needs. ^ 

3. May help select and purchase seed, fertilizer and gardening 
equipment. 

4. May) assist in instructing persons'as to .planting and cultivating 
ornamental plants, trees or shrubbery. 

5. May assist, in manual skills' such as potting, soil mixin^T*^d 
preparing plant and*^seed beds.* . . * " 

^ 6. May fumigate plants to kill insect pestsr'**^^ 

7. May assist in grafting buds on trees or shrubs. 
^ 8. Wiir perform other tasks related to this occupation as requested. ^ 



Additional 



*Note: "X'* is used in place of the decimal in- occupational code to 
denote that trainee is not fully qualified to completely 
pe'rform any job in classification but has qualifications that 
make htm/her .partially qualified. This Allows trainee status^ 
^ within the occupational title. ^ * ' * 

ERJC 137 



Site Locatioft 



Contact 



Telephone 



Student Placement 



FISH AND GAME WARDEN AIDE 379X168' 
(To be destgnated as) 

CONSERVATION AID (No d!o.T. title as such) ' • - ' 

1. May aid in prevention of game law violations, 

2. ' May assist in compiling and coordinating reports of damage to 

crops a'nd property by wildlife'/ 

3. May assist in compiling biological data, 

4\ . May collect and report information oncondition of fish and 

wildlife in their habitats. 
5. May assist in identifying areas "of pollution, 
^ May aid in Public Relations and hunter safety training by 

correlating materials, contacting sportsmen's groups, answering 

inquiries, etc. 

• 7^ Will. perform other tasks pertinenj to this occupational' group 
and the operation of this office and within pre-established 



i rules, of safety. 

/ • 

Additional : 



*Note: "X" is used in place of decimal to denote that trainee is not 

fully qualified to completely perform any job ip^ classification 
but that he has qual if icatfons^to make him partially qualified, 
is allows him to have trainee status within the occupational 
title. 



124 



138 



site Location _; Contact 



Telephone No, 



'Student Placement 



FORESTRY AIDE 441X384* 



1. May assist in mapping locations ~anii estimating the amount of 
such resources^s .timber, game shelter and food, snqjfl^and water 

^ and forage^ 

2. May aid in determining areas that need trees planted, se^ds * 
scattered, disease or insect control. 

3. May ^'ssist, as^-directed in selecting and mar-kihg ti^es to be 
cut. ' * ^ - . 

4. May aid in patrolling camp grounds-, collecting feefs and giving 
information. ^ ' 

5. May aid in filling out permits. ' • • 

6. May assist in rescu^ efforts or finding lost hikers, ' 

7. May aid in fire detection and fighting forest fires, 

8. Will assist, as requested, at other tasks related to this 
occupational area, ' - 

/ ^ ^ ' 

Aldditional : 



WtE: *"X" is used in place of the decimal Jn occupational code to 
denote that trainee is not fully qualified to completely 
perform any job in classification but has qu^fications that 
make him/her partially qualified, Tilis allows trainee status 
within the occupational title, ^ 



Site Location ' Contact 



Telephone 



, Student Placement 
METEOROGICAL AIDE '025X288* ' ' 



■1. May aid in observing and recording weather conditions for use 
in forecasting. 

2. Under direction and in the process- of learningfiijay observe' 
general weather, sky and visibility conditions. 

3. May read 'weather instruments, including thermometers, barometers" 

— ■ • ^ - ■ 

and hydrometers to ascertain elements such as temperature, 

barometfic pressure-, wind velocity, visibil ity >dnd precipitation.' 



4. ^ May record any or all of "3". 

5. May aid in calculatin^winds by following balloons ascent and 
using theodolite. 



*• ♦ 



May aid- in' converting readings into wind speed and direction 



using charts and tabl'es. 



7. Will aid in other tasks related to this occupation, as requested. 



Additional : 



Note: X is used in/he\)lace of decimal in occupational code to 
denote that-^rainee fs not fully qualified to completely 
perform any job in classification but haR qualifications that 
make him/her partially qualified. This allows trainee status 
within the occupa-tiop title. 



1^ 
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Site Location 



Contact 



Telephone 



Student- Placement 



•A 



.PARK AND RECREATION LAN& TECHNICIAN'S AIDE 441X181T* 



. 1. 
3. 



5. 
6. 



MaV-assist in day to day operations of the park 5(reas,' 

May aid in landscape plantings,. 

May assist in maintaining the grounds; 

May direct people to various areas of interest within the 

May aid in compiling and writing reports as required, 
May act as guide to expliain such things of interest as 
plant material, historical sites, nature trails, etc. 
Will perform other tasks, as requested, related to this 
occupatij^n. 



Additional 



'*Note: is used in place of the decimal in 'occupational code to 

denote that trainee. is not fully qualified to completely perform 
^ any job in cjassification but has qualifications that make him/ 

her partiall)L.qualified. This allows trainee status^ within the 
^ occupational -ti tie, \ ' ' ' ' 



ERIC 
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141 



Site Location / Contact 



Telephone No, 



Student Placement 



SOIL CONSERVATION AIDE 040X081* 

*' ) * 

1. May aid in collecting and identifying soil samples. 

2. May assist in classifying soil according to standard types. 

3. May assist in laboratory ^o^^determine best soil types for * 
different plants. ' ' 

4. May assist in making chemical analysis as/requested/ 

5. May assist in responsibility for clean and orderly storage or 
placement of equipment. 

6. /lay aid in recording laboratory data as requested. 

7. May assist, as requested, in studies of soil productivity 
practices (tilVge, fertilization, crop rotation, etc.) 

'8. May ^ accompany supervisor to examine problems of soil stabilization 
and drainage. 

9. Will perform any designated task related to this .occupation as 

V 

requested. • ^ 

Additional: 



^OTE: "X" is used in place of the decimal in occupational code to 
denote that trainee is not fully qualified to completely 
perform any job in classification but has qualifications that 
make him/her partially qualified. - This allows trainee. statys 
within the occupational title. . " 
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Site Location . ' Contact 



Telephone 



Student^ Placement 
WASTEWATER TREATMENT OPERATORS AIDE 955X885* 

1. May assist in ope»*ating and maintaining sewage. treatment plants 
^ and oxidation ponds. • ^ 

2. May assist in making regular inspections of plants ahd equipment 
^to ascertain that they are in proper operation. 

3. May assist in collecting samples and skim scum and grease from . 
setting tanks. • 

4:-^ May assist in replacing chlorine cylinders and regulat;ing the 
flow of chlorine. ' • . 

5. May grease pumps, change oil where necessary and assist in making 
repairs to a variety of pumping equipment. * ' - 

6. May perform housekeeping duties' in plant such as sweeping and 
mopping floors<p washing windows, cleaning glassware and painting\ 

" 7. May start or stop and*aid in making minor repairs-to pumps, 
motors and equipjnent. 

8. May report needs for equipment repairs. . / 

9. May maintatn sewer lines and manholes., * ' *' 

10. May keep' records and aid in making reports. 
11^ Will perform jDther related'work as t^equir.ed. 

r 

Additional: 



*Note:' "X" iS used in the place of decimal in occupational code to denote 
that tratnee is not fully qualified to completely perform any 
, job in classification but has qualifications that make him/her ^ 
parti,anx qualified* This allows trainee status witjiin the 
. joccupational title. * . ' 



> . - 1^9 
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site Location t Contact 



. Tel ep hone 



Student Placement 



WATER PLANT OPERATOR'S AIDE 945X887* . ' , 

(Physical Examination Required) 

1, May regulate flow of chemicals such as lime, alum and chlorine 

^' according to prescribed standards and record readings of adjust- - 
- ments as made. 

2. May transfer chemicals from storage to automatic^feeders and. change 
filters. 

^ 3.- May maintain proper water levels in filters and clear wffll. 
4. May wash filters as^necessary. 
. 5. May control pressure and water, flow in distribution system through 
operation of pumps and maintain* good level in system storage tank 
by use of gauges. 

6. May make routine tests to ensure that treatment process is 'function- 
. ing properly and that water is properly purified*. 
,7/ May make. daily inspection jf all mechanical equipment to ensure 

proper operation and report defects to maintenance department. 
8. May assist in cleaning of building and^roUnds^ 
^ 9. Will perform related tasks, as requested. ^ ' • 

Additional*- 



' *Notp: "X" is used in the place of decimal ip occupational code to 

.denote that trainee is not fully qualified to^^completely perform 
any job in classifj^ation but has qualifications that make 
him/her partially qualified. * This allows trainee status witbin 
the occupational title. 

- 130 - ^ 



Site Location Contact 



Telephone . 



Student PT-acemerft 
. 4 



DRAFTSMAN AIDE (Mapping) ai7X281* 



1. May aid in categorizing and classify-ing maps. - 

2. May aid in preparation of trade-tools (set up and system). 

3. May aid in analyzing survey data, reference maps and other 

records to determine location of such features ;as primary or 

secondary roads, ovehead powerVines, railroads tracks, etc. 
* <» 

4* May aid in keeping clerical records. 

5. Will perform Other tasks pertinent to the job occupation or 

* * 

the operation of the office. 
Ad.ditional: ^ 



*Note: "X" js us'ed in place of decimal, to denote ihat trainee is* not 

fully qualified to completely perform any jobn'n classification 
but that he has qualifications to^fti^tke him parfially qualified. 
This allows him to have trainee status within the occupational' 
title. . ' ' . 
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ERIC 



V 



, Site Location" 



Contact 



Telephone 



Studertt Placement 



REGIONAL PLANNERS AIDE 199X168* ^ * . 

(Examination usgally required in Federal, State or, Local governments) 

1. Assist the Protfessional Planner '(who works within a framework 
set by the<commiini ty government) in the fbl lowing. typical 
. _ areas as requester. 

A. Examining commuViity facilities to be sure thay can meet the 
demands placed upon them. 

B. Research legal is^sues .involved in community development or 
redevelopment. 

""C.^ Keep abreast of changes in housing and building codes. 

D. "Design new transportation- and parking facilitl^. 

E. Estimate long rajjige needs for- housing, ^raasportation and , 

business and -industrial sites. 

\ / 

F. Analyze and propose a1i;ernative ways to achieve more attractfye 

and efficient areas with\in communities. 
6. Prepare detailed studies ^tiat show the current use of l^ind. 

H. Propose ways of using undeveloped land. ^ 

I. Prepare materials for comrnunrty relations programs. •< 



r 



ERIC 



*Note: "X" is used in place of the decimal in NDCCupational code to 
-denote that trainee is not fully qualified to completely 
perform any job in classification but has qua1:jfications that 
make him/her parti ayly quaTified. This eKIlows trainee status 
within the occupational title. 
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Site Location 



Contact _ 
Telephone 



Student Placement 



CHILD CARE AIDE 355.8.78 



J" 



Aids in care of children housed in city, county or other non- 
profit or government institutions (under supervision.) 
a) May aid in dressing and feeding children. 
h) May aid. in supervision of play facilities. 

c) May participate or give instructj^ns^to children in games 

r 

and other recreational activities. 

d) May aid in min6r^§e^avior control. 

e) May aid in healtli and hygiejie activities and instruct in 
personal areas. 

f) . Will jiid, as requested, in the accomplishment of an effective, 

pleasant and orderly facility suitable f or^ the needs of childsen. 



Additional : 
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Site Location 



Contact 



Telephone 



Student Placement 



COMflUNITY AIDE (Community Services Aide) 195X168* 



1, May aid in' studies and assessments of communi ty^eeds. 

2. May aid in prepeupifig reports. ^ % 

■ 

3^. May assist in fund raising efforts. 

4. May be .assigned to render assistance in specialized fields 
e.gPaging~r j(|veni1e delinquency, housing^ mental, and physical 
health, etc. , - . ^ 

5. May be assigned to assist in field operations. 

6.. May aid in record-keeping, filing and other relevant. procedures. 
7. Will perform otfier tasks, as requesteclv^rtinent to this jotT^ 



I 

OQfupation and the operation ©f'the office 



1- 



Additional : 



*Hote: "X" is used in plaTce of decimal to denote that trainee is iTbt 

■ fully qualified to completely perform any jab in classification 
but that he has qualifications to make him partially qualified. 
This allows him to have trai.nee status within the occupational-^ 
title. 
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Site Lo(3ation 



Contact 



Telephone 



Student Placement 



COmUNITY WORKER AID- 096X128 



1, 
2, 



7 



Aids in developing programs to improve family "life. 
May aid in demonstrating techniques in such subjects as nutrition, 
clothing, home management, home furnishings and-cfTTT^S<:;are. 



May accompany agent on home visits to assist family in problems 
such as bu<igeting or home remodeling. * 
May aid in organizing community xl^ibs for home/life enrichment. 
May aid in demonstrations of sOch subjects as sewing and food 
preparation. 

May aid-in preparing written reports ,^ leaflets , etc., for the'' ^ 
dissemination of ^ information. 
May serve as Liaison between homes and agency. 
8^May aid in 4-H Club activities. ' ^ • 
9. Will perform other tasks,- as r&q<iired, relevant to this occupation. 

Additional: , , 



/ 



*Note: "X" is _used in place of the decimal in occupational code to 
denote that trainee is not fully qualifiecl to completely 
'.perform any job in classification but has qualifications that 

\ • make him/her parti.ally qualified. This allows trainee status 
within the occupational title. 
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Site' Location 



Contact 



Telephone 



y Student Placement 



PERSONNBL^AIDE < 205X368* 
(Xo be. designated aS) 
EMPLOYMENT AIDE 



1. May direct clients to ftroper office or agent. 



2. 
3, 
4. 



May assist'clienfs ^1n fillirjg out applicat"^ forms. 
May assist in processing- and filing application forms, 



May ^unpack, dfstribute and display, brochures and printed ^materials. 

5. May collect reports and records ''for, ^supervisor . 

6. May answer telephone and give out routine information as il^quested. 

7. May. make application-file searches as directed. 

8. May aid in 'coTlecting employer data on EOA and 0§KA, Labor Market 
Statistics, etc. 




*Nole: 



^ - ■ ^ ^r- ^ . 

"X" is us^ed in place of decimal to denote that'trainee is not 
fully qualified to completely perform any job, in'class|^fication 
but that. he has .qual if i^ations to make him partially qualified^ 
This allows him- to have^trainee st-a^tus- within the occupational • 
title. . ' ' 
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Site -Location 



Contact 



Telephone 



Student Placement 



CASE WORKER AIDE 195X108* 

designated as) 
FAMILY AND CHILDREN'S SERVICES AIDE 



r 



1. 



May s,creen clients in reception areas and direct them to related 



assi stance 



2. May aid client in completing forms and reports! 

3. May^ coordinate forms, poster, and resource material for the Cise 
* of professionals. ^ . * 

4! May maintaiiryil^ or library of related mateHals. 

aid in securing supplementary information such as employment 
mec|^1 records, or school r'epoH^^^ 
6, Will perform other tasks pertinent to this occupationdjl^grdup * 



and the 



Additional 



^peraf 



ion of thi s office. 



*Note:^ "X" is used- in place of decimal to /denote that trainee is not . 
.fully qualified to complet^ely per/form any job in classification- 
"but'that he has qual ificat^pna to make him partially qualified, 
This allows* him to. have trainee status within the^ occupational 
title, ^ . 
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Site Location 



Contact 



Telephone No,* 



Student Placement 



HEALTH SERVICES* AIDE ^ 187X118*- - . , ^ ^ 

(Phys'ical Examination Requirett^ 

1. " May aid in inspection of public facilities for health hazards. 

2. May observe negotiations with authorities such as school, state, 
^ federal and community groups to formulate -heal th standards.* 

3. May participate in establishnjent of new facilities such as 
cancer detection agencies. ^ 

4. May aid in 'preparing or carrying out public relation campaigns, 
« ^ 5. May distribute publi.c. relations materials. ^ * • . 

6. May observe inspection processes which insure conformance to 

y 

accepted standards (e.g. sale of unsafe milk). 

7. May observe methods used in imposing quarantines. * , • * 

' ;8. Will perform other tasks,* .as requested^; relatted tb-'this" occupation, 

'Additional: ' ^ " " ' 



*Note: 



'*X" is used in the place of decijjrfel in ocq-upatlorial code to 
denote tKat trainee is not ful.ly qu^lifved to' completely perform 
any job classification but h^s qualifications that make h-im/ 
her partially qualified. This allows trainee status within 
theSQccupationa]^ title. * 
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Site Location 



Contact 



T^elephone 



Student Placement 



PSYCHIATRIC AIDE 355X878* 



1; May assist mentally ill patients, working, under direction of 
nursing, and medical staff. 

3 

> 

' 2. May accompany patients to shower rooms and a§sist.them in^ 
- bathi'ng'and dressing. 
'3. May assist patients in grooming. ^ 

\ ' 'fir 

4. May accompany patients to and from rooms i^r examination and 
, ' treatment. • . 

5. May assist-patients in becoming adjusted to hospital routine. 

6. May encourage and aid patients in participating in social and 
recreational activities.^ 

7. May observe patients to insure none wanders from grounds. . 

8. f May aid in feeding .patflnLs and^per:Suadin*g them to eat (noting" 
' reasons for rejection of food). ' . - \ 

9. " May accompany -patients to areas such as library, aicjing in the 

selectiorhof reading materials, etc. ^ ^ 

10. Will perform; as reqiiestfed, other duties relevant to this job 
classification. • « 

: ' ' V 

Additional: « g '2 




*Note: "X" is'uSed in the place of decimal -iTi occupational code to 

denote that trainee" is not fully qualified to completely perform. 
^ . * * .any job in classification but has qual if ications* that make him/her 
ERJC ' ^ ' 'partially qualified. ' This'' allows trainee status within the 
^T—^ ^ Occupational title. i 139 -15.3 . 



Site Location 



Contact 



Telephone^Nd^ 



Student Placement 




PSYCHIATRIC C^SE WORKER'S AIDE " 195X108* 



5. 
6. 
7. 

8. 



1. Assists as part of team in related 'para-professional areas. 

2. May record i nformati on ^as deques tedf*-v ^^^^^^^^ 

. 3. May assist in sci:eening. - ^ > 

4. May assist (in para-professional manner) in checking background 

facts for professional (s) . . ' * . 

May assist the patient in physical or adjustment areas as requested. 
May assist in work with"* patient's family under direction. 
May'^refer patients to*othef community^^sources as 'directed by / 
professional . : 

May be responsible for organization and distribution oT printed 
. material s'. ' , 

* 9. Will perform otherYelated tasks as requested.^ 



. Additional 



*NOTE: "X" is used rn place of the tle^cimal in occupaftidn'al code to 
denote that trai-nee is not fully qualified Ao completely 
perform any job in classification but has aual if icattons- that 
make him/her partially qualified. This al/ows trainee status 
■ within the occupational title. 
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Site Location . - ' : Contact 



Telephone 



Student Placement 



PUBLIC HEALTH AIDE 079X118* » ^ 

1. ^May conduct^ community surveys under direction. 

2. May ai4 in determining coftimunity health needs. 

3. .May distribute and disseminate public health information as 
. requeste.d by his/her supervisor. , ^ 

4. May aid in l^ibrary^or a^e^cy or aid in responsibility for and 

^ ^ /} ' ' 
operation of audio-visual equipment. 

5. May help select suitab-le library or audio-visua^l materials " 
as needed. 

6. ^ May/*display and distributis brochures ^nd pamphlets- 

7. Will perform other tasks as requested pertinent to this occupa- 
tion or to the operatjon of this office. 

Addi-tional: - - * * . 



*Note': "X" is used iff place of decimal to denote that trainee is not 

fuTly qualified to completely perform any job in classification ^ 
but that he has qualifications to make him partiaclly qualified, 
i This allows him to have trainee^status within th^* occupational 

title. . , 



' J 



Site Location • ^ Contact 



Telephone 



Student Placement 



RECREATION LEADER^S AIDE 195X228* 
(Physical Examination Required) 



Conducts recreational type activities with assigned groups, 

2. Aids in organizing, promoting and developing interest in 
activities such as arts and crafts, sports, games, music, 
dramatics, camping, etc. ^ 

3. Cooperates with othetij^staff in conducting cormiunity events and 
working with neighborhood groups to det^rminS recreational 

» *\ 

interests and needs of all ages, 

4. May work as coach or umpire for team events. 

5. May conduct community purveys to assess heeds. 

6. May be responsible for minor maintenance, operation and storaging 
of related equipment.' 

7. May be assigned to work^with special groups such as children, youth, 
eTdeMy in. sports or crafts. * ^ 

8. ' Will cooperate in orderly maintenance of work site. 

9. ' Will accept related tasks as required, , 



Additional 



*Note: "X" is used in the place of decimal in occupational code to 

denote that trainee is^not fully qualified to completely perform^ 
* ' . any job in classif icat*ion but has qual mcatioTis* that make 

• t\im/her partially qualified. * This allows* trainee status within 
V. the occupational title. . " 
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Site Location , ^ Contact _ 

Teleplione 



1 




Student Placement 



SOCIAL SERVICE AIDE- 195X168* 

1. Will serve ^ts a ligk between professional social workers or 
.counselors and persons who seek help from social agencies. 

2. May explain the agencies services and facilities. 

3. May help new applicants fill out any required forms, 

4. May. locate^personi for agency. 

5. May assist in checking documents such as marriage licenses, 

\ * 
birth certificates to determine eligibility for services, 

, 6. May keep records of cl-ients up-to-date. 

7.. May maintain a fil ing, system of reports or a control system ^ 

for periodic case review. 

S.^May serve as*advocate for clients by accompanying them* to clinics, 

for welfare or educational services and helping them effectively 

0 ^ communicate their needs. 

9. 'Will perform o^er tasks related to 'this occupation as. requested. 

Additional: 



.*Note: J'X" is* used in place of decimal in occupational code to denote 
that trainee is not fully qualified to completely perform any 
job in classification, but has qualifications that make him/ 
her partially quaVified. This allows trainee status within 
V the occupational title. , ' , " ' 

^ ' 157 
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APPENDIX A 



APPS 

SUGGFSTED LIBRARY RESOURCES 



Survival in the World of Work - D.S. Halacy, Jr, /Charles Scribner^s 
and Sons, New York, New. York - 1975 ^ ' ' 

Care.ers in Environmental Protection - Reed Millard and Scien^ie Books 
Associcites/Jul ian Messner (Division of Simon-Schuster), 1 West 39tTr", 
Streets New York,^ New York 1001S - 1974 

Creating the Future - Beit? and W^isDaum/Bantam Books, 666 Fifth 
Avenue, New York, New York 10019 - 1<^74 

Alternatives to Co'len^B - Mecnt and Traub/Macmillan, 866 Thirds 
Avefiue, Hfew 7ork C-cy^ New Vo:H joo2? 1974 ' 

The Qpportunii/ ^ n^'! -^^ ^ koberT 0, :>rie : 1 inq/^he New AiTierican Library, 
Inc.% 1301 Aver^.p lie Ame^^^nas^ New /or'<, New York 10019 - 1969 

Strategy ''•i:? Tactics 'fo^ CiecMpc Sovernment Job - Lukowski and Piton/ 
Potomac Book Piibl ^ srer-) . ^^'^'^ Mac-'/\-K^>^ Boulevard, N.W,, Washington, D.X. 
20007 - 1972, 

Paraprof ess Ions - Sci^ar^ Spi^ver, J.j' tan -Messner (Division of Simon-^ 
Schuster), 1 West 39tr- 5ta^et, -lew ^ork, New York 10018 - 1972* 

Values Exploration through Role ^^laying - Rot)ert Hawley/Hart 
Publishing Company, New Yort', T^ew York 10003 - 1972 

Values ClarKication - S'-'dney 3. Si'^on/Hart Publishing Company, New 
" 'York, New York 15^.03 • J'Jl' . - 

Basic Skills on the Job Elear r R. Vou^ig/CEBCO-Standard Publishing. 
Company, 104 Fifth Avenue, Mev; Vork Cny, New York 10011 - 1974 

Helping Others - Norma HainesrThe John Day Company, 257 Park Avenue,- 
' , South, New Vork, New York 10010 - 1974 

The Mora* Imperative - Vincent Ryan Rugcjiero/AVfred Publishing Company, 
Inc., 75 Channel Drive, Porl Washington', .New York 11050 - 1973 ^ 

% Careers in Focus (Series ot 14) -vMcGraw Hill,. Inc., New York City, 
New York - 1976 r ^ ^ -• ' ^ 

' Settings for Change - Center for the. Study of Instruction (San Francfsco, 
California)/Harcourt, Brace, Janovich, New^York City, .New York - 1972 

Vocational Ed.jcat-ioh "inci Gu^ddnce, A Sys,tem for the Seventies - Jjimes A, 
. Rhodes/Cha^^les E. Mev^^^ll Publishing Company - 1970 
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ADDITIONAL LIBRARY RESOURCES 



Annotated Bdbliography of Curriculum Materials in Vgcational and Career 
Education/State of minots, Division of Vocational Education, 1035 
Outer Park Drive, SpriVr^ffeld, Illinois 62706-- 1971 

Dictionary of Occupational Titles - Volumes I and II and Supplements/ 
U.S. Department of Labor, Superintendent of Documents, U;S. Printing 
Office, Washington, D.C. 20402- 

Occupational Outlook Handbook/U.S. Department of Labor, Superintendent 
of Documents, U.S. -Printing Office, Washington, D.C, 20402 - 1976- 
1977 Edition • • • ~ 

Encyclopedia of Careers and Vocational Guidances - Volumes I, IJ, III - 
William Hopke/J.G. Ferguson Publishing Company, Chicago, Illinois - 1975 

The Teenage Employment Guide - Allan B. Goldenthal/Regents (Publishing 
Company, 200 Park Avenue, New York, New York 10003 - 1969 



Business Filing and Records Control - Volume I - Bassett and Goodman/ 
Southwestern Publishing Company, Cincinnati, Ohio- 1974 

Opportunities in Forestry Careers - E.L. Demmon/Vocational Guidance 

Manuals, 620 South Fifth Street, Louisville, Kentucky 40202 - 1975^ ^ ^' 

Opportunities in Environmental Careers - Odom Fanning/Vocational 

Guidance Manuals, 620 South Fifth Street, Louisville, Kentucky 40202 - 1975 

Comparative Guide to American Colleges - Cass apd Birnbaum/Harper Row, 
10. East 53rd Street, New York, New York - 1975 

vBarron's Handbook of American College Financial Aid - Proia and DiGaspari/' . * 
Barro/i's Educational Series, 113 Crossways Park Drive, Woodbury, New York 
11797 - 1974 V . , . ' ' 

Taking Tests. .arid Scoring High - Fred HoningVArco Publishing CT)fcpany, 
219 Park Avenue, South, New York\ New York 10003 - 1973 

Practice for Scholastic Aptitude Tests/Arco Publishing Company, 219 Park 

Avenue, South, New York, Netv York 10003 > 1974 - . ' 
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•APPENDIX B 



APPS 

-SUGGESTED AUDIO VISUAL RESOURCES 




Associated Press Pathescope Educational Medfa, Inc-, 71 Weyman 
Avenue, New Rochelle, New York 10802 • 

A Career in Education - Carol Deegan 

A Career in Law Enforcement 

Careers in Community Service - Curt "(lolby 

Careers, in^ Conservation - Carol Deeg.in 

Careers in Government Service - Tama^ Sprung 

Careers in Social Work - Luise Putcamp ^ 



^^reers in Environmental Management/Corohet . Instructional Media, \ . 
6^ East South Water Street, Chicago, Illinois 60601 

* Making it in Human Services - Ruth Lembeck-Dell Publishing Company, IncJ 
Current Affiars, 24 Danbury Road, Wilton, Connecticut %897 

Making it in Gavernment - RutK Lembeck-Dell Publish>n^ Company, Inc,/, 
Current Affairs, 24 Danbury Road, Wilton, Connecticut 06897 

Publis Service Workers/Coronet Instructional Med;ia, 65 East South Water 
Street, Chicago, ^Illinois 60601 ^ . ' ' 



\ 
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. SOURCES FOR FURTHER PUBLIC SERVICE VOCATIONAL INFORMATION 

^ Aeronautics 

American Institute of ^Aeronautics and Astronautics, Inc., 1290 

Avenue of the Americas, New Yprk, New York 10019 

Agriculture 

American Society of Agricultural Engineers'", 2950 Niles Road, 
St. Joseph, Michigan 49085 

f 

Society for Range Management, 2120 South Birch Street, Denver, 
Colorado 80222 ' 



Conservation 



3 



Soil Conservation Society of America, 7515 Ankeny Road, N.E., Ankeny, 
lot^a 50021 . 

Drafting 

American Institute for Design and Drafting, P.O. Box 2955, Tulsa 
Oklahoma. 74101 

American Society of Landscape Architects, Inc., 2013 I Street, N.W., 
Washington, 0.0.^20006 

Environmehtal Protection 

American Society of Horticultural Science, 615 Elm Street, St. Joseph^, 
Michigan 49085 . - • 

dureau of Outfloor Recreation, Washington, D.C. 20240 

Department of Housing and Urban Development, Washington, DTC. 20410 

Ecological "Society of America, Connecticut College, New London, 
Connecticut 06320 - . • o> ' 

National Institute of Environmental Health Services, Research Triangle 
Park, North Carolina 27709 " . - ^ 
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Fish and Wildlife Con'^c^vat^^on 

The Conservation Foundation, 1717 Massachusetts Avenue, N.W. , ' 
■Washington, O.C. 2003^.- 

National Wildlife Federation," 1412 16th Street, N.W., Washington, 
D.C, 20036 

Forestry 

American Forestry , Association, 919 17th Street, N.W., Washington, 
D.C. 20006 

Society of American Foresters, 1010 16th "Street, N.W., Washi^ngton, 
D.C. 20036 ^ 




Meteorology 

American Meteorological , Society , 45 Beacon Street, Boston'Nliljl^chusetts 
02108 ' . ' 

American Society of Metals, Metal s\Parl<, Ohio 44073 
Pollution Control 

Water Pollution Control Federation, 3900 Wisconsin Avenue, N.W-., 
Was'hington, D.C., 20016 

Vocational (General) /• 

National Council of Technical Schools, 1835 K Street, N.l^.. Room 907.- \'' 
Washington, D.C. 20006 

Wa<;tfe-W ater Plant Operation 

I ■- ■ jr , ^ ^ 

American Public Health Association, 1790 Broadway, New "York. New York 10019 
National Sa'nita+tOn Foundation, ip7o7~Box 1468, Ann Arbor, "-^jch'igan 48106 
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CALIFORNIA STUDY. 
(TEACHER ORIENTED OBJECTIVES) 

\^ ^ : , ' 

One. of APRS stated project goals was to 'develop student-oriented 
materials- fpr a program in public service as opposed to the teacher- 
oriented objectives of the California State Department of Education 
Public Service Occupational Plan (California Education Section, Study 
of Planning Unit), The following comprise the sections and units 

0 

prepared, ' , ^ 4 

SECTION I - GOVERNMENTAL AGENCY MANAGEMENT 
Unit I - Nature of the Field 

1. Ability to define government (public services) in his own 
words. ^ ' 

°^"2. Ability to identify in writing two distinctions, between 
federal, state and- local government, . 

3.^ Abi?ility t^ nam^ major trends related to government aigency 
management. ^ ' ' - 

Onit II-- Governmental Agency Management 

} ■ ' . ■ - V. • • 

v. Ability to demonstrate some knowledge of the nature. Impor- 
tance, and characteristics or organizational, objectives, 

2. A^il,ity to describe the ijicijor tasks involved in government 
management, \ \ 

3. Abilityst^ describe the general activities and duties of . 
government^ency 'managey^s. 
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Unit IV - Functions and, Duties of Workers 



I 



1. Ability -to discuss the general ,,responsibili ties of managers 
in public service organizations, 

2. Ability to demonstrate some knowledge of the upward mobil- 
ity of individuals in different governmental areas into ^ 

.management positions. 



Uoit V - Employmen-t Qualifications' 

,1. Ability to diacuss job qualifications, including age, expe- 
rience, education, and special aptitudes and values for at. 
least twci, govejrnment agency job families. 

2. Ability to--discuss the similarities and the differences 
V between a four-year degree, a community college degree, a . 
professional degree, and a libe/al -^arts degree\ 

Unit VI - Employment Prospects \ 

1. Ability to distinguish between federal, state, and local . 
employment trends. , . * . 

SECTION II - SOCIAL AND ECOIj^OMIC SERVICES • 

J. 

Unit I - Nature of the Fie]d ' ^ ^ 




1. ^ Ability to identify at. least five problems handled by 

social and/or economic agencies. " ^ . 

2. Ability to identify the major job families in social and 
econpmic services, as well as to des/:ribe the nature of 
the work for each. 



Unit V - FurKtions and Duties of Workers 



1. Ability to discuss the general nature of the duties 
performed by v/orkers in the field of social and 
economic services. . ^ * . ^ 



Unit VI - Profile and Recommended Qualifications of Workers ^ 



1. Ability to d*iscus*s Jhe recommended qualifiTSations of a 
worker in the social and economic services, including 

• agei^ducation, and background.- , 

2. Ability to evaluat^ fjis own qualifications and compare 
them with the recommended qual motions required for 
entry level jobs.. ^; - 



Unit VII - Career Lattices and Employment Prospects 



1. Ability to identify at least f^jve preprofe^sional entry 
level jobs in social and economic services/^ ' 

2. Ability to construct a typical career lattice for- at ^ 
least one of the job families in sodial and economic 
services, ^ - 

3. Ability to identify, at least t*^ee sources af information^ 
/and statistics concerning the /mployment putlook for the 

field of social and economic ifervices.^ 




> SECTION^ III - EDUCATIONAL SERVICES 

) 



Unft I - Nature- of the Fi-eld 



1. 7\bility to identify the major job families in educational 
services as well as to'descTtvlbe the nature^f the work ' 
for each. 1 * ^ . ^ 

\ ' 

Unit II - Basic Introduction to Educational Services 

. 1. Ability to explain the compo aeat l^ and the structure' of- 
public education in the United States* 

2. ^Ability. to discuss several, of the^major is^sues confronting 

the unmet needt in education to include k^nowledge ^of the 
financing of public education and ^th^ rolls' of the.Sliper^ 
intendent and the Principal* . . ' ' 
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Unit II - Basic Introduction to Educational Services - con^lnufid 

3. Ability to identify the various types of libraries, explain 
>: ^ their functi.on$) a^id typical ^organization, ' ^ 

Unit PIT- 'Function' and Duties of Workers^ 



• 1. Ability to' discuss the general opef^atlons and the duties 
. • of workers ^in schools, libraries, and museums, 

2. "Ability to tiescfibe the three^ajor categories^ duties 

performed by worker§ in educa:tional services, ^fe . • ' 

3. ''AbiJity to describe the duties aad the activities of ^ 

selected workers at the preschool, elementa^ry, and sec- 
ondary levels. . . ' ^ 

Unit IV - 'Profile 'and Recon^ndecl ,pwal if icafibns ^ WorR'ers 

1. Ability to discuss the recommended quaH'fications jof an 
■ educational services* workers ,->inc]uding age, eductions., 
\and background quaT^ficatipns. \ - > ' \^ 

. / ^ ' . " ' ^ . ^ 
Z. Ability to evaluate .his ow« jljualffications required for 
entry 'level jobs. '/ * * * 



Unit V Career Lattices and Mobfrfty 



] 1. Ability to'identify preprofessional entry level jobs in - • • 
the education, library, and museufn job-families. . - 

2. ' Ability to consVClct a typical '^career lattice" for the 

education, library, and museum job families, 

3. --Ability to describe typical entry level jobs for pre- 

professional workers in the education, library, and musewfn 
job fami'lies. • , . • 



/ 
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Unit VI ^-Employment Prospects • ^ . 

♦ ^ 

]• Ability to Identify, at jleast three sources. of 'inf^ormati on 
-"and statistics concerning employment outlook in ecfucation- 
' al services. "S;^ . ^ 

2. Ability- to compare data dealing with the employment expec- 
tations of jobs in educational seryices with their own 
job goals. ; . • _ . 

SECTION IV - REsbuRCES^MANAGEMENT 

Unit I - Nature^of 'the Field 

1. Ability to identify at least four major job families founc^ 
in the field of resources management. > * 

Unit II - Exploration and Conservation* of Natural' Resources 

J. Ability to identif^the three major categories wh4ch are 
used to classify naxural resources.. 

2. Ability to discuss the concept of *he new environmental ^ 
> and resources ethic. 

« 

V 

Unit IV - Governmental Resource Management Organization 

1 . yj-Abi-li ty to identify the major federal departments concerned 
(with resources management, ] 

2. A^^ility toN/escribe the roll^f selected^agencies in an 
area of resources management of Interest to xhem. r 

Umt V - Care'er Latt^es and MobilUy 

1. Ability tcKidentify and^des-cribfe preprofessional enlry^ * * 
lave! jobs and basjc qualififcations for at least thre'e ofi ^ 
^ the major; job families in"* resources management. , \ 

. y > I : ' . ' " ' \ 
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ERIC : , \ #^ . 



4t 



\ Unit V - Career Lattices and-Mobility - continued ^ ^ 

2. -Ability to construct a* typical "career lattice" for at. 
I least three of the mapor job families in resources manage-^ 

nient. * \ . ! ' * 

; ) ■ ■ 

Unit VI - Manpower Needs tn the 1970' s ' * 

, 1. Ability to identify, locate, and use at least three sources 
o,f information and stati/Stics concerned with manpower re- 
. • quirements in resources manageme^n^. . , « . 

2. Ability to identify and describe pr^ent and emergent jobs 
found in resources management. 

. SECTION V - RURAL, URBAN, AND COMMUNITY DEVELOPMENT 



Unit I - Nature of the Field 



1. Ability to identify the major job famili-es in rural, urban 
> and community development.' 



Unit II - Basic Concepts o.f Rum, Urban, and Community Development 

J. Ability to .identify the need for rural, urban, ahd^ommu- 
' nity j^lanning in everyHay life. 

^it III - Functions and Duties of Workers ^ 

* ' ^, ' . * 

. 1. -Ability to identify the, responsibilities and duties of , 

workers in each of the four job fajafrTpQes in ruraV, urban, . 
- and Qommunity development. \ ' — " 
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Unit IV - Recommended Qualifications of Workers ' ^ . 

1. Fam*iliarity with, and ability to^disliuss, the typical jtb * 
• . entry qualification, such as age, education, ^ind background 
experiences for the rural, urban, and community^deveTopment 
worker. . ~ • ' ' * 
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Unit V - Career. lattices and 'Job Mobility 



1'. Ability to co;istruct a typical care'er lattice for elements 
^ within the c6mmunity action, planning, building and zoning, 
and acquisition job families. ^ * ^ . 

2. Abilfty to describe typicSal entry level jobs for prepro- ' 
' fessionaT workers in the field o^f rural, urban, and com- 
munity development. 



Unit VI - Employment Prospects 



ft 



1. Ability to identify at least five sources of information 
and statistics concerning employment .outlook in rural, 
urban, and community development.- 

2. Ability to compare data dealing with' the emploj^ment expec- ^ 
'Stations of jobs in rural., urban, and community ^development,. 

and with student's own Hl^b^oal s. 

3. Ability to discuss the overall employment trends,- both 
short range and long rarfge, in the general area of rural, 
urban, and community development. 



SECTION VI - PUBLIC SAFETY, CORRECTIONS, AND JUDICIAL SERVICES 



Unit I -"^Primary Functions of Public Safety, Corrections, and Judicial 
Services 



1. Ability to identify the three major branches in the Ameri- 
can system of government, and to'explain the posUion of 
public safety, corrections, and judicial services in the 
structure of the American system of government.^ 

2. Abflity to identify the major^job families in public safe- ' 
ty, corrections, and judicial ^services , as well as* describe 
the nature of the work for each, ^ ■ ^ 
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Unit II - Background, Organization, and Operations --Public Safety, 
--Corrections," and Judicial Services 

l ! Ability to 'demonstrate' .knowledge o1^ law enfbrcenjent ageYi- 
cies and their roles at the different level-s by identifying 
at 'least four general objectives of law enforcement. 

2. Ability to identify the various law-enforcement agencies, 

. e>i:plain their functions, and typical organizational pat- ' , 
tgrp^- 

3. - Ability to demonstrate knowledge' of the mission of police 

by* listing the basic police purposes and at least five 
* ' ' , major tasks the police must perform, to accomplish J^heir _ 
missions. * 

. ' * 

4. Ability to identify- the major fire safety and prisons (Oper- 
ations, and explain the functions of firemen -and correc- . 
tional officers. 



Unit III - The Judicial System in America 

/ 

1. Ability to demonstrate knowledge of. the concept of justice 
ty comparing the past and the presept erftphasis.on justice, 
-.a'nl^ identifying the main ways of providing justice. 

Z./Abil-ity to demonstrate knowledge- of the governmental system 
of providing justice by. listing the prinjary duty of at 
least six of the criminal justice agencies. 

Unit IV - Functions and Duties of Workers and Working Conditions , 



1. Ability to discuss the general operation and Ithe duties of 
C ' workers in public safety,' corrections, and judicial sys- 

tems. 
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2. Ability to describe the major duties performed by workers 
in public safety, corrections, and judicial systems. 

3. Ability to distinguish and describe the'entry level jobs 
that exist within public safety, corrections--^ and job 

f ami 1 1 es 
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Unit.V - Recon¥neniied Qualifications of Workers 

ll. Ability to discuss the recommended qiifcil ifications of public 
. safety, corrections, and judicial .seryices workers.i 

2. Ability to evaluate his own qualifications and compare them 
with the' recommended qualifications required for entry 
level jobs. 



„Unit VI - ^areer Latt|ices and Mobility 



i Lability to identify entry level jobs j*n> public safetyv 
corrections, and judicial services. * 
* 

2. Ability -to describe typicBl entryOev[el jobs for workers 
' in the six major job families. 

Unit VH - Employment Prospects 



1. Ability to compare data dealing with the employment expec- 
tations of jobs in^publi^ safety, corrections, and judiciaV 
servi(^s with student's own job goils. 

SECTION VII - REGULATORY-^ SERVICES AN^^RE^RDS 

Unit I - Nature of the Field 



1. Ability to list at least three /easons for regulatory ser- 
vices and records. ' ^ ] 

2. Ability to •list the pripiary functions of regulatory ser- 
vices and^ records . 



Unit II - Regulatory Services and^heir Functions 



1. Ability to identify the major job families in regulatory 
services and records, and describe the nature of the work' 
iin ea'ch.^ 
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Unit II - Regulatory Services and their Functions - contdnusd 

2.. Ability^jto .list at least four federal and state regulatory 
^gencies^, and describje their main^function.' \ 

Urtit III - Functions and Duties of Workers 



1. Ability to describe the major duties performed by workers ^ 
in regulatory services and' recoVds. 



^(Ability to makse a list of the typical jo'bs in regulatory 

^ervices atid records, and describe the duties performed in 
^ it least six*of the jobs. 

^ r 

Un^t ly - Recommended Qualifica,tions of Workers 

,1. Ability to discuss the recommeijided qualifications of work-' 
ers in regulatory services and records* 

2. Ability to^valuate his own qualifications and compare'them 
with the qual ifications^required for entry-level jobs. 

Unit V - Career Lattices and Employment Prospects 



"^-^K "Ability lllf identify at least four sources of information 
. concerning employment prospects in regulatory services 
and records. ^ 

2. Ab<ility^J:o identify entry-level jobs in regulatory services 
and records. 

; 3/ Ability to"^construct a typical career lattice for at least 
' , three of the major job families, 

4. Ability to compare employment' expectations of jobs in reg- 
' ulatory services and records with^his own job goals. 
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ifXTION VIII - TRANSPORTATION SERVICES 

"Unit I - Nature of the Field - 

t " .1 

1. " Abi4 ity^o describe transportation management in terms of 

its major goals and purposes. ^ ^ 

2. Ability to identify the major transportation systems for ^ 
which transportation managers are responsible* ^ 

/' 

Unit II - Management, Organization, Vnd Role of Major Transportation 
Agencies 

1. Ability to identify the major federal departments and/or , 
agencies concerned with transportation management arid regu-- 
lation. ^ ' ■ ' ' 

2. Ability'to describe the role of selected departments and/or 
agencies in the area of transportation management of inter^ 
est to him. 

Unit III.- Functions and Duties of Workers 

1. Ability to describe'the major duties performed by workers • 
in transportation management. 

• 

- 2. Ability to make a list of the typical jobs that exist in 

transportation management and describe the duties performed 
in at least six of the jobs. ' . ' 



Unit IV - Qualifications, Career Lattices, aljd Employment Prospects 

■ / . . ',. - - ' 

1. Ability to discuss the recommended qualifications of work- 
. * ers in public service transportation manag^ent.. 

2. Ability* to evaluate his ov/n qual if ications and compare 
them with the qualifications required for entry level jobs. 
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